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enjoy unparalleled 


EASE OF OPERATION 


on the world's fastest electric 


What makes the new SMITH-CORONA 
ELECTRIC easier to work with than 


, 


any other typewriter? Three 
exclusive features: a keyboard slanted 
to fit natural finger movements...more 
controls located in the keyboard area 
than any other electric...quietest 

ope ration of all electrics. Seeing 
and trying—is believing. Call your 
local Smith-Corona representative 


for a 10-minute demonstration. 


SMITH-CORONA ELECTRIC 


i, he st business CON TEL tion you ever made 


‘For More information Circle No. 241 
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THE CONSOLIDATED 


pst versatile > 18°x22” PROCESS 


eee || DARKROOM CAMERA 
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‘ needs efficiently for: 
a 1. Duplicating 
on Comene welll GH ongnyetliie ania 8 2. Offset negatives 
og einige net ther wes 4 be 3. Microfilm 
sip Ete Bie pages ae Sa eae all 4.Photo murals 
and pictorial world ess camera, you can reduce and enlarge 5. Photostats 
couse dent panes até ing wagetives, line wegetives, moke fembe 6. Color Reproductions 
ork or color pr lore and photos, photocopy and be a great help te 7. Cobar Siem -wee 
ognizing the importance of precision ator work. If it can be photographed, i and many other uses. 
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330 W. 26th ST. NEW YORK 1,N.¥. @ 1430 VENICE BLVD. LOS ANGELES 6,CAL. @ 1190 BENNINGTON ST. EAST BOSTON 28, MASS 
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@ 24 MARKET ST. SAN FRANCISCO 11, CAL. PHONE EXBROOK 7-1521  @ 
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DEPARTMENT STORES 
OFFICES 
HOSPITALS 
FACTORIES 
WAREHOUSES 
INSTITUTIONS 


RESTAURANTS 
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BULLETIN 
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HORNS 


CHIMES 


AN INTEGRATED SYSTEM « EASIEST TO INSTALL 


Just press one of the buttons and instantly a horn, bell or 
chime sends out a coded signal—the message for someone 
in another office or part of the building to pick up the 
nearest phone. Wheelock Code Call is the self-contained 
paging system that is easiest to install. And it is priced 
right. So enjoy the advantages of the intra-plant paging 
system considered most efficient by thousands of satisfied 
users. One of our representatives will be glad to show 
you how easy it is to install a CODE CALL on your 
premises. Write now. For More Information Circle No. 203 
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Your Best Buy’s 


MONGO 


2,162 words for 
one cent* 


*In actual writing tests by New York Testing Laboratories, 
Inc.. MONGOL No. 2 pencils averaged 16,230 words 
per pencil, which at the retail price of 744¢ is 2,162 
words per penny. Large lots mean even more savings. 


Economy's only one reason why Mongol is America’s pre- 
ferred pencil! With Mongol, writing’s easier in every way. 


e Mongol writes blacker with less bear- e Mongol erasers are “Pink Pearl” 
ing down...makes writing easier quality, America’s favorite for 
e Mongol needs less sharpening...the smoothness. 
points don’t snap or crumble. e Mongol alone has new bull’s eye de- 


Trademarks Reg. U. 8. Pat. Of gree marking for spot identification 


“= BBERUARD FABER “2s” | 15¢ 


NEW YORK «+ TORONTO Slightly higher 
TEAR OUT THIS ADVERTISEMENT—WRITE IN ON YOUR COMPANY LETTERHEAD FOR FREE SAMPLE west of Reckies 














For More Information Circle No. 211 
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ERTAIN ALIBIS and mental 
webs are apt to get into our heads 
eonecerning our progress on our jobs. 
Our tendency is to use them as excuses 
to explain why we are not getting 
ahead as fast as we think we should. 
An alibi is always a danger when it be- 
comes a substitute for action. Most of 
these mental hazards are negative think- 
ing. They are fallacies and, for the most 
part, they are imaginary. We would do 
well to sweep our minds clear of these 
thoughts which serve only to poison our 
thinking and delay constructive action: 
1. Thinking that you are handicapped 
by lack of education. If this is true you 
can do something about it. There are a 
wealth of opportunities offered for cor- 
evening school 
classes, seminars, ete. Moping won’t 
help. Nobody ean prevent your acquir- 
ing an education if you really want one. 
2. Thinking you have some physical 
handicap which is holding you back, 
such as small stature, nervousness, stut- 
tering, ete. Don’t let inferiority notions 
eet you down. Everybody has them. 
Some can be overcome, the rest can be 
ionored. Steinmetz didn’t ery the blues 
heeause he was a hunchback. He de- 
veloped his brain to such dimensions 


cob 


respondence courses, 
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Inhibitions 
Slow Your 
Progress 


B. W. ELSOM 
Director of Employee Services, 
Boston Store, Milwaukee 


that his misshapen body didn’t count. 

3. Thinking that you aren’t’ appreci- 
ated by your present employer and that 
you would have much more chance with 
some other company. This sort of think 
ing merely leads you to jump about 
from one company to another in a fu- 
tile search for ideal conditions. “A roll- 
ing stone gathers no moss.” The place 
for you to show the stuff you have in 
you, is right where you are now. 

4. Thinking that some other fellow is 
a favorite of the boss and that you don’t 
vet a fair break. Most thoughts of ad- 
verse discrimination are imaginary. Do 
better work than the other fellows and 
you will get recognition. 

5. Thinking that you could assume 
bigger responsibilities if you were only 
paid what you are worth. The chances 
are that your would be eager to 
load more responsibilities on you if he 
were only sure you could carry it. A 
law of nature is that you must give be- 
fore you can Seeds must be 
planted before a crop can be harvested. 
If you want more money, the surest 
way to get it is to give a heaping 
measure of service for your present sal 
ary. You will get more money by doing 
more than you are paid to do. 


be SS 


recelve. 





If a high school graduate can take dictation at 120 words a minute .. . 


BUT CAN TRANSCRIBE ONLY 22 WORDS AMINUTE ... 


Just How Good Is 
A Good Stenographer? 


H. M. OVERLEY 
Personnel Supervisor, Atlantic Refining Co., Philadelphia 


OOD STENOGRAPHERS | ar neat, mailable letters and he wants them 

scarce, but there seems to be a di in a hurry. He would lke the schools to 

vergence of opinion on the question place more emphasis on accuracy and 
of, “How 200d is a food stenographe1 id speed ol transer } fion, even 1f some 
It is my impression, based on contacts speed in taking dictation would have to* 
with 40 or more public secondary be sacrificed. 
schools, that commercial teachers think Several years ago our industrial en 
a good stenographer is one who can gineers made a study of the dictating 
“take dictation” at 120 words per min- habits otf some of our supervisors. We 
ute or better. The businessman knows tape-recorded what was said when the 
little about dictation rates and cares supervisor dictated normal business 
less, so long as his secretary can take letters. The tapes and transcribed let 
dictation as rapidly as he gives it. He ft were analyzed and time studied. 
doesn’t care whether she uses Gregg, » discovered that our supervisors dic 


Pitman, or even Sanskrit. He wants tate in spurts. They dictate rather rap 
































“Sixty a week!” 
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idly tor periods ranging from 5 to 16 
seconds and averaging 9 seconds. Be 
tween these spurts of dictation, they 
pause for intervals ranging from 3 to 
10 seeonds and averaging 6 
Their median rate while dictating is 94.2 
words per minute, equivalent to a net 
rate of 57.9 words per minute. 

This would indicate that (in our com 
pany) an average stenographer should 
be able to take dietation at about 95 
words per minute for short periods with 
frequent pauses. For a sustained period 
of about 3 minutes, she should be able 
to take dictation at a net rate (inelud 
ing pauses) of about 60 words per min 
ute. Commercial teachers tell me_ that 
these standards are ridiculously low. To 
quote: “Even my students can 
take 100 words.” Again: “In our school 
a girl must take 120 words to 
It’s amazing how quickly 


seconds. 


por yrest 


pass.” 


these girls 


lose their speed. They seem to lose it on 


the way from the school to the office. 
Based on our experience in screening 
thousands of applicants’ for 
graphie positions, the goal of taking 
dictation at 120 words per minute is 
largely mythieal. Our pre-employment 


steno 








testing includes a work sample test for 
stenographers. We use three letters, 
each about 100 words in length. The 
most difficult is dictated at the rate of 
84 words per minute. Review of hun- 
dreds of test scores reveals that only a 
small fraction of experienced 
raphers, and a negligible number of in 
experienced high school graduates, can 
take this letter and transcribe it ac 
curately. 

We recently constructed an easier 
letter to test high The 
letter is of standard reading difficulty, 
having a fog index of 11 on the Fleseh 
seale, and is dictated at a net rate of 
64 words per minute. During March 
and April of this year we administered 
this test to 57 commercial stu 
who applied for 
jobs. The median transeription rate was 
22 words per minute, the median num 
ber of transcription errors was 7, and 
the median number of typing errors 
was 4. Only two of the 57 letters which 
they typed were rated as mailable. 


stenog 


school seniors. 


senior 


dents stenographic 


The dictating study mentioned abov 
was made on a rather small sample ot 
approximately a hundred letters and a 















































“Sixty-five.” 
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“Seventy.” 


“Seventy-five!” 











H. M. Overley, At- 
lantic Refining's per- 
sonnel supervisor, 
dictating to stenog- 
rapher Ruth Dengler. 


aozenu dictators However, we feel 
it 1s indicative and it 


our opinion that 


that 
tends to eontirm 
business dictation is 
given at much slower rates than 
monly 


Is com 
mad 
read it 
He then dictated replies at a very high 


supposed. One supervisor 


notes on eorrespol denes as ne 


rate of speed. However, we found that 
nis secretary transcribe 


his dictation verbatem. Indeed, she could 


did not take or 


easily have composed the replies from 
the supervisor’s notes without dictation. 
Then there is the boss who doesn’t want 
his secretary to take and transcribe his 
dictation verbatim. He wants her to 














correct his errors and im- 


wever, the scope 
] + ] 


ot this article limits us to consideration 


prove his grammar. Ho 


; 


“ , —_— : 
ot ste skills and exeludes th 


yraph 


ies Which are integral 


many otner activi 
parts ot the seers tary’s job. 
We are developing a graded series ot 
stenographie tests which will reflect ae 
tual dictating conditior 
led 1 itt . l the tactors ol 
difficulty 

} 


oL ad 


letters are 


1eta- 
anseribed letters are graded 
transcription, accuracy ol 


transcription, 2 accuracy and ap 


typing 


Doris Blank, Atlantic 
Refining Co. testing 
assistant, administer- 
ing stenographic 
tests to .ludith Judd 
and Barbara Huff- 
man who graduated 
in June from Abra- 
ham Lincoln High 
School, Philadelphia. 
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THE SIMPLIFIED STENOGRAPHIC TEST USED BY ATLANTIC REFINING CO. 


Dictating Speed: 


Gross, 96 w/m; Net, 64 w/m. 





T am gla questidn about 


Ks an index of iite residtance td knocki 
However, 
At all times and under all condijtions. 
In the first place, 
one method and a@ differant number using 
Weather 
Your car 
pnd knodk on it 


the next day. 


You may jbe certain that 


performance by the best products of our 


Yours vary truly, 

















there i 
thene are se 


The same 


may run 
PARAGRAPH 


the quallity of a 


wery satisfactorily on Atlantic gasoline 


he octane rating of Atlantic gasoline. 


8 you Know, thd octane irating df a fuel 


in an jengine. 
5 no actual rat will hol 
PARAGRAPH 
veral s to otttain octane ratings. 
gasoline may gét a certain number using 
another method. 
conditiqns may also make a diffarence. 


perfectly on a |certain |gasoling one day 


ur gasoline wil] 


surpassed in rod 


competitors. 


T am suze that your new |car will] perfors 














t 1956 by H. M. Overley 











When 57 senior commercial high school students took this seemingly simple stenographic test 


last spring, only two of their letters were rated 


as mailable. Their median transcription rate was 


22 words per minute, median number of transcription errors was 7, and the median number 
of typing errors was 4. 


pearance. The overall objective is mail 
ability. A typical letter from our test 
battery reproduced above. We 
feel that these tests will give us a better 
measure of an applicant’s readiness to 
step into a stenographie position. We 
hope to reduce training time and make 
training more effective by having the 
supervisor teach the new parts of the 
job rather than teach stenography—a 
task for which he is not especially fitted. 


is 
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We believe that further research will 
support our conviction that the schools 
should stick more closely to teaching 
the basic stenographic skills, ineluding 
accurate and rapid transcription, and 
leave specific office practices training to 
the supervisor. We'll settle for some- 
thing less than 120 words per minute in 
dictation if we can get something eon- 
siderably better than 22 words per min 
ute in transcription. 





Mailing Invoices Earlier 
Cuts Payment Time in Half 


AYMENT 


ceivable 


TIME on accounts re 
was cut in half without 

pressuring customers by a Houston 
wholesale hardware and industrial sup 
ply firm. In the company won 
plaudits from its customers for provid 
deliveries and 


tact, 


ing quicker service on 

iInvoleing’s. 
Peden [ron 

Southwest’s 


houses and 


one of the 
supply 
achieved these 
results by paperwork apace 
with rapidly sales. R. T. 
Hansen, office manager, said that rapid 
invoicing is a benefit to customers as 
well as the company. When the invoice 
arrives the day as the shipment, 
the dealer-customer can price and sell 
immediately. There is 
a special inquiry via tele- 
wire or formerly 


& Steel Co., 
largest industrial 
wholesale rs, 
keeping 
increasing 


same 


the merchandis 
no need for 
phone, 
common. 

Payment has been speeded by 
10 days to three weeks, merely by get 
ting invoices in the mail. The reduction 
in outstanding receivables is in the tens 
of thousands of dollars because the firm 
has over 5000 active accounts. 

A study of Peden’s order-in 
voice system was made by Ben Bradley 


mail, aS was 


Time 


sales 


A typist transcribes the salesman's handwritten 
order on the 7-part snap-out forms set. 


of Wilson Stationery & Printing Co., 
Houston distributor for A. B. Dick 
Co. The started with the 
salesman writing his order with a heeto 
graph pencil to produce a duplicating 
Theoretically, further writings 
could be But it didn’t work 
that way for two reasons: (1) 
ter provided by 
ficiently 
needed 


to route the 


old system 


master. 
avoided 
the mas 
was not sul 
provide all the 
was impractical 
through various de 
would be 


salesman 
flexible to 
\ 2 


COpPtles, a ] 
master 
partments where 
added pencil 
marks might and stain the clerks 
who handled the master. 

So the handwritten 
the auditing department for assignment 
oft an number and notation of 
the number of copes needed. The com 
has 14 its warehouse, 
identified by a letter. One 
was duplicated for 
which 


intormation 


because the hectograph 


smeal 


master went to 


INVOICE 
pans sections in 
each code 
orde 
from 
was to be shipped. 


copy ol the 


eaca 


section merchandise 
Each warehouse section sent its part 
of the order to the shipping department 
which typed delivery tickets recapping 
that much of the order information and 
the number of boxes, 
or bundles. Then the shipping depart 
ment used the original order to record 
exactly what was shipped, and sent this 
master to the extending and 
stock record section. There it was priced 
and extended by hand, checked and sent 
to the invoicing section for retyping. 
Finally, the invoice was typed—th 
third time that essentially the same in 
formation was copied. The company 
used five different invoices, depending 
on the order and the There 
were 2, 6, 8, and 10-part invoice sets. 
If more copies were needed, a retyping 


adding eartons, 


pi cing, 


customer. 


and rechecking operation was necessary. 
Since each department had so much in 
formation to record before it could 
send the paperwork to the next section, 
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fh 


The hand is not quicker 


7 than the Tickometer— 


‘he ...lmprints, stamps, cancels & counts 
ng as many as 1000 pieces a minute! 


The Tickometer works eight to ten times as fast as a 
conscientiaus girl, and more accurately! It takes over those 
if ll tedious, repetitive tasks of counting and marking that 
he ; take so much time, eat up so much of your payroll. 


e Thousands of companies are speeding procedures, 
showing worthwhile savings—by imprinting checks, 
ks . ‘ coupons, sales and production slips, tags, tickets, 
product labels, etc. with the Tickometer. Jt has 
innumerable applications. And it is so accurate that 
banks trust it to count currency! 


m j e The Tickometer is easy to set, can be used by 
anybody. Feeds and stacks automatically, registers 
part or whole runs. Sold or rented. Nationwide service, 
se F from 289 cities. Ask the nearest PB office for a 
demonstration. Or send the coupon for free illustrated 
booklet, and case studies. 


New Package 
1S, d Imprinter 


rt- le | Imprints folding 
rd ; Saat ; : cartons, containers, 
eee: sos bags—at speeds up 9——_| 

to 7,500 an hour. Even does 
imprinting on envelopes and dealer 
ed ¥ ‘ - literature. Sharply reduces volume and 
nt ‘ # , variety of carton inventories, avoids 

beh , \ waste in preprinting. Can be used by 
he oe \ ' anybody. Ask for demonstration, or send 

coupon below. 


11S 


nd 





a PITNEY-BOwWES, INC. 
site Bowes 3446 Walnut Street 


ig Stamford, Conn. 
wf I CD Send free Tickometer booklet & case studies 
n- () Send free Imprinter booklet & case studies 


ld Counting & SEU Machine 


Nn, Made by originators of the postage meter 
.. Offices in 94 cities in U. S. and Canada | 


See our exhibit at National Business Show, N. Y. Coliseum—Oct. 15- 19 


Name 





Address 





For More Information Circle No. 405 
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there inevitably was a backlog. The in 
voicing was often as much as 
three weeks behind shipping. 

Under the new system, the salesman 
writes the order with an ordinary pen 
cil or pen. Then a typist transeribes the 
order on a 7-part snap-out unit con- 
sisting of an Azograph master, two 
working copies and a 4-part delivery 
ticket, interleaved with one-time carbons. 

The two work copies are detached 
trom the set and sent to the order filling 
department. The master and delivery 
ticket set Lo directly to shipping where 
they wait for the filled order to catch 
up with them. 

When the filled-order copies come to 
shipping, a clerk writes the quantities 
shipped on the master, carbonizing the 
delivery ticket. The four delivery tick- 
ets are separated from the master; two 
go with merchandise (customer 
one copy and returns to company, keep 
ing other for his file), one goes to dis 
patcher for routing deliveries, and on 
goes to steel shop as a control copy (this 
copy 1s used only when steel is involved 
in order). The work copies are returned 
to respective departments for filing, held 


section 


S1g718 


When the 7-part 
forms set gets to the 
order department, 
two working copies 
are detached for use 
in filling the order. 
The remainder of the 
set goes to shipping 
to await the filled- 
order copies. 
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60 days and destroyed, leaving only the 
master as a complete record. This mas 
ter is sent to the record 
and noted, then to pricing and costing 
where information is added in hand 
writing. Next it extending 
Finally the master is put on the duph 
cator and copies of the invoice are pro 
When shorts appear on master, 
an additional copy of invoice is made 
on dupheator. This extra 


stock section 


goes to 


dueed. 


copy Is sent 


to the salesman for disposition of shorts. 
Although the master is 
at least six pairs of hands, there is no 


routed through 


Mr. 


master 1s 


Hansen, 
non 


inconvenience, explained 
because the Azograph 
staining. 

Peden 
working 


, 
because a 


decided to make only two 
the shipping orde1 
survey showed that 40% of 
affected one or two departments. 
However, if more working copies aré 
needed, the duplicating master is dé 
tached from the set and additional 
copies run. Then the master is stapled 
back to the set and routed as usual. 
There is no difficulty in adding furthe: 
information to the once-used master. 
Invoiees cet 


copies ol 


sales 


to dealers at once, elim 





1 


inating Beeause the 
merchant sell 
dise soone r, he can re order more otten 
Rechecking and the possibility of errors 
lS reduced. The delivery ti ket IS accu 
rate because 
retyping. Prices 
onee, as they are written on the master. 
Formerly, there were two writings of 
prices, the sales order and one 
on the invoice. If customers lose an in- 
voice, all that is necessary is to 


ealls or 
price 


wires. 


can and merehan 


it is a earbon copy, not a 


need be checked just 


one on 


reter 


From shipping, the 
master is sent to the 
stock record section 
and noted, then to 
pricing and costing 
where the informa- 
tion is added by 
hand. 


run the exact 
for any reason 
and pro 
voices, they can be 
many 


and re 
inal. Hf 


0 ¢g eourt 


to the filed master 
cOpy 


t . ‘ 
Is hecessary 


oft the 


oris 


’ 
tT 


a copy ol all Ith 
| 


aT 
and 


auce 


quickly accurately made, as 


copies as are needed. 
| ae ee Goodson, warehouse superinten 
pointed out 


he have to hold up delivering merchan- 


dent, that no longer does 
dise awaiting a typist to prepare a dray 
ticket. It will be 
carbon copy, 


accurate 
not a 


since it 
re-writing. 


A Comptometer operator extends the price (left) and the master, which was part of the forms 
set, is finally put on a duplicator (right) to produce the invoices. 
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olivetti will present, at the National Business 
Show on October 15, the newest, most advanced 


desk-type calculating machine, the Tetractys 


IF YOU ARE UNABLE TO ATTEND THE NATIONAL BUSINESS SHOW, WRITE FOR INFORMATION ON 
THE TETRACTYS TO OLIVETTI CORPORATION OF AMERICA, 580 FIFTH AVENUE, NEW YORK 36 


For More Information Circle No. 404 
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We always use 


Fidelity Onion Skin 


for our 
Thin Letterheads, Copies, 
Records and Forms 
because it reduces 
our Typing, Mailing 
and Filing Expenses. 








SEND FOR SAMPLES 











ESLEECK 


Manufacturing Company 


Turners Falls, Mass. 


For More Information Circle No. 291 
18 








Don’t Pass Up Your 
First Big Step— 
To Supervisor ! 
ALFRED M. COOPER 
N OFFICE EMPLOYEE’S best 


chance for real advancement comes 
the day he or she is placed in charge 
f a small group of fellowworkers. 


oO 
There is a definite limit to how far you 
can go as an office worker but, if you 
an prove you have what it takes to 
handle even a small group ol people, 
vou are in direct line tor the big execu 
tive iobs In busine Ss. 
There always existS a shortage ol 
high grade exeeutives. Management is 
ithy 1 the lookout for younger 
vive evidence, on the job, 


possess latent qualities of 


executives are developed 
from id women who have dem 
onstrated ability as supervisors. This 


does not mean that supervisors auto 


matically slide into nice executive jobs. 
wok about you and almost ce rtainly you 
supervisors who probably have 
far as they will ever go. As a 
ll find these people have 
- own ticket; they have ad 
vaneed about as far as they care to go. 
There is no good reason why anyon 
should not go as far as his ability will 
carry him. He should never retuse to 
ackle a bigger job, either through fear 
or a sense ot complacency. It is very 
difficult to stand stock-still. If your 
superior asks you to try out in a minor 
supervisory position, recognize this at 
ice aS a genuine opportunity. seize it, 
d m1ve lta 700d ride. 
At first vou may wonder if you will 
, 


ever learn how to supervise people. But 
dor t ro to vour superior and ask to be 


put back on your old job. Remember 
that management seldom insists that 
vyone must fail twice as a supervisor 
New supervisors usually fail for one 
two reasons. Either those reporting 


them do not hke them, or they do 
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UNDER ONE GREAT NEW LABEL! 


Harris-Seybold’s Chemical Division and Lithoplate Inc., now join their 
facilities and plate making know-how into ONE operation. Both fine offse 
plates will now be combined and manufactured as one a super-quality 
2-sided plate with exclusive “MICRO-SURFACING”’ The product will be 
known as the Harris Alum-O-Lith Sensitized Plate 


LITHOPLATE, INC. HARRIS noe 


ALUM-O-LITH Blanche Ave., Cleveland 2 
A subsidiary of Harns-Seybold Company s H EASTERN 23 W. Broad. Richmond, Va 
«a itepes s 63rd Street, Chicago, Il 


For More Information Circle No. 435 
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ot respect them. The boss 
respected, and these reac 
subordinates must 
strength. They must balance. 
It is not diffieult to tell when sub 
ordinates like you. You sense this, and 


you probably know why. 


new must 


De like d and 


trom be about 


tions 


equal in 


In general, 11 
people dislike you, £0 
to do tavors tor them. 
how to accept Tavors trom 
tl These are the two methods that 
you feel you must 
from subordinates. 
lo your 


overdo 


you feel these 


out of your way 


Also learn 


work when 
more liking 

Don’t make 
people like you. If you do, you defeat 
your own purpose and wind up with an 
unsavory reputation tor 


SeCcCUTe 


efforts to 


conciliatory 
we akness. 
how 


You also must know 


ple’s 


to win peo 
you art 
too genial (a common defect 


respect. It you believe 
somewhat 
n new supervisors) tighten up a bit 
Be pleasant and friendly, but whet 
orde1 that it be 
Don’t be just a vood Joe. Be 


with eve rybody, 


you 


five an Insist onpeved 


as given 


firm, play fan keep 


These 

Now, balance liking and respect. You 
can readily tell 
balance by 


your word. things win respect. 


when you 
watching the 
Subordinates 


achieve this . 
reaction ol 
will act friendly 
toward you, but will not attempt to tak« 
nature. Even 
your suggestions receive careful consid 


others. 


advantage of your good 
eration from these people. 

Next, cheek your attitude of fairness 
toward The 
brand-new boss may run into a unique 


your new subordinates. 
problem here. Usually he 1s chosen from 
the same group now reporting to him. 
It often happens that he has, in the past, 
been on especially good terms with cer 
tain ot these employees. Now he 1s the 
hoss of his old cronies. If he continues 
to meet socially with individuals among 
his subordinates, he may be suspected of 
playing favorites. If one or 


more ot 
se trends deserve increased pay or 
promotion, will the others teel the su 
been in 
fluenced by his regard tor these people? 


A majority of the many 


pervisor’s preterence has 


supervisors 


NATURAL ECONOMY 
Snapapart and 
Tabulating Forms. 


| a, * 


\ BONNAR-VAWwTeE 


1735 EAST 30th STREET* CLEVELAND 14, OHIO 


Sales Offices and Dealers in Principal Cities 


For More Information Circle No. 302 
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Only Rex-Rotary D-280 has a 100% 
“Select-0-Matic” inking, regulating itself for 
Light, Medium or Dark impressions — This Inking 
System is simply exchanged for different colors. 


Only Rex-Rotary D-280 has 100% 
Accurate Registration — as a printing press. 


Only Rex-Rotary has Rubber Ink Distributing 
Rollers which are usable for other colors 
and guarantee up to 35% savings on ink. 


Only Rex-Rotary D-280 has an Eye Appeal, 
so modern that it will compliment the 
most discriminating taste in office decor. 


This amazing Twin-Cylinder duplicator uses 
quick drying Paste Ink. NEVER clogs 
or leaks. Its everlasting Silk Screen 
eliminates hardened and messy ink pads. 


Ask us — and your nearest Rex-Rotary 
dealer will be most happy to arrange 
a trial-demonstration for you. 


See us at 

THE NATIONAL 
BUSINESS SHOW 
New York Coliseum 
Oct. 15-19 

Booth 123 


DISTRIBUTING CORP 





THE OFFICE 


387 FOURTH AVENUE a . 
wewvornignuy. SilkK-SCreen mimeograph 
For More Information Circle No. 177 
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with whom I have discussed this ques- 
tion agree that fraternization with a 
select few is dynamite. They say it 
should be abandoned at once, and that 
usually this can be done without offend- 
ing anyone. Howevef, it may be better 
to have two or three a bit miffed for a 
time than to earn the enmity of all. 
Another thing you must watch is 
making promises you may not be able 
to fulfill. New supervisors are particu 
larly prone to this error. They feel ex 
pansive and want everybody else to bi 
happy. When the payoff they 


comes 


sense enough not to 
their power to 


wish they had had 
promise 
grant. 

Any supervisor is judged by the 
amount and quality of production his 
department turns out. You can’t boost 
production by getting tough with em 
ployees. Instead you must learn to moti 
vate these peopl to put out. 


things out of 


It your subordinates have poor moral 
they produce poorly. They have good 
morale when they are interested in their 
work and satisfied with their wages and 


working conditions The immediate 


How offices gain HOURS of 
“OVERTIME” - between 9 and 5 


witH FAST, AUTOMATIC 


Federa/ DIAL 


INTERCOMMUNICATION 


—the private, inside telephone system that saves miles 
of walking . . . cuts paperwork . . . enables every 
executive and employee to do more work per day! 


@ TRANSMITS data in seconds vs. minutes or 
hours . . . reduces memo-writing. 

@ QUICKENS over-all operations... your staff 
functions as a unified, fast-acting team. 

@ CURTAILS desk-hopping and needless con 
versation . . . keeps employees on the job. 


@ UNLOADS your switchboard... puts all inter- 


office calls on a separate dial system. 


OPTIONAL features include, Dictation serv- 


ice, Conference service, Executive right-of-way, 


Paging and Mobile Radio tie-in. 


Write for booklet, to Dept. G-3174 


Federal Telephone and Radio Company 


A Division of 


International Telephone and Telegraph Corporation 
100 KINGSLAND ROAD « CLIFTON, N. J. 


@ SPEEDS incoming calls . . . gives faster serv- 
ice on the calls that talk “profit.” 


@ REDUCES operator costs, equipment rental 
. . cuts call-backs and unauthorized calls. 


@ IMPROVES customer relations . . . stops irri- 
tation and hang-ups . . . builds good-will. 


@ OPERATES 24-hours-a-day free of switch- 
board...serves 10 to any number of stations. 


"Certified by a World of Research” 


A DIVISION OF 


é Er. 
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supervisor has much to do with keeping 
employees interested and satisfied. Sur 
veys prove that the biggest peeve of any 
disgruntled group of employees is their 
immediate boss. A good supervisor will 
vo to bat in the front office for his 
people. 

The physical well-being of employees 
is an important responsibility of their 
supervisor. This means the prevention 
of accidents (even injuries in offices can 
he serious and costly ), watching out for 
cases of incipient illness and fatigue, 
correcting posture, and detecting the un 
usual case of malingering. A good super 
visor soon becomes proficient in all these 
fields, seeing to it that subordinates visit 
a doctor when this is necessary, and 
making life very difficult for the pro 
fessional malingerer. 

The new supervisor must cooperate 
well with his superior, with brother 
supervisors, and with his own subordi- 
nates. He must contrive to win ecoopera- 
tion from all of these people. Cooperat 
ing with others means going beyond the 
line of duty to help them. This the new 
supervisor must do, even with those who 
fail to cooperate with him. He simply 
cannot afford the luxury of having ene 
mies. 

As early as possible you should be- 
gin looking about you for someone you 
can develop as an understudy. You need 
such a person to take over when you are 
absent, and to succeed you when you 
are again promoted. I have known of a 
number of cases where supervisors have 
lost out on promotion because they had 
failed to train a successor for their own 
job. 

The transition from worker to super 
visor is often the most difficult any office 
employee ever is called upon to make. 
But the rewards for good performance 
in the new job are much greater. If you 
can prove you have what it takes to 
supervise 20 people, you may expect a 
chance to show what you ean do with a 
hundred, and tien a thousand. Check 
the record and you will find this is the 
road nearly every top-flight executive 
in America has travelled. 


Tue Orrice—October, 1956 


* 


2 ; 
- ile 
a 


ROBLEMS? 


Hild equipment can solve 
your maintenance problems 
with a minimum of 
labor, time, and cost. 
Every Hild machine 

is precision made — 
many of our models 

are still in use 

today, after 29 

years of 

dependable 

service. 


Shower-feed Floor. Machine 
This single Hild machine can scrub, wax, 
polish, buff, sand, grind and steel wool 
your floors. Powerful GE motor, adjustable 
handle, safety switch. Every size and style 
for every job. 


Keep Your Floors 
Slip-Safe 

Hild Shower-feed 
scrubbing and vacuum 
drying system — cleans 
and drys in minutes. 
Vacuum lifts dirt and 
moisture from cracks 
and low spots — 
removes slick film 
that causes accidents 


Vacuum 

For all your floor 
to ceiling vacuum 
jobs — picks up 
liquid or dry dirt 
without adjustment 
or filter change. 
Gives you utmost 
convenience, effi- 
ciency, and rugged 
durability. Avail- 
able in 10 to 55 
gallon sizes. 


MACHINE CO. INC. 
n Blvd -; hicono.’ 


HILD FLOOR 


740 W.W 
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that we use x Tape -~ 
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It's Pper® 
TCH" 810 
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ocumen*~» 
‘ he 
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WON'T SHRINK rin aes 


cloud . . . won’t ooze adhesive! 
“ScoTtcH”’ 810 Permanent Mend- 
ing Tape is completely transparent, 
with a special dull-finish surface 
that won’t reflect highlights. 

Get the ideal tape for all perma 
nent sealing, attaching, mending 
jobs—‘“‘Scotcn”’ 810 Permanent 
Mending Tape! 


Tpassuct oF | 


RESEARCH | 
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Reg. U.S. Pat. Off. 


SCOTCH 810 mencing Tape 


BRAND 





MoRRISSON 


Jones AND 
™ end Portland 


b 
Pins Jonn Wnittsor 
ORDER OF vat: 
gis eo22 DOLLARS 
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"Vhs D, ya 
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SUSTUN O90 tascaee tees 


BRAND 
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*-* an Ww l on 


The term “Si 
. ScoOTCH”’ is 
St. Paul 6, M is a registered 
Sat , Minn. E : d trademark of 
London, Ontario xport Sales Office: 99 Park A Minnesota Mining and M ; 
‘ Ave., New York 16 'N Y ao icturing Company ate 
- In Canada: P.O. Box 3, EDs 
* * 
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12 separate pieces and therefore cost 
more to pick, check and pack than a 
shelf carton of a dozen similar small 


Drug Whoiesalers products. 


Last year, it cost the service drug 


Report Increase wholesaler 49.2e for handling each 
average invoice line. The average lines 


per manhour in the office were 21.7; the 


In Clerical 
m Vierica average lines per manhour in the ware 


house, 20.65. The statistics quoted here 
Productivity are trom the comprehensive report ol 
an operating data survey which has 
been made annually for 60 years by the 
National Wholesale Druggists Assn. 
\bout 40% of the wholesale drug 
ACH INVOICE LINE which the cist’s operating expenses are adminis 
wholesale druggist writes for his trative costs. Last year they represented 











cusiomers’ orders ineurs’ certain 9.55%. The largest firms ineur the 
costs. Heavy and bulky items cost more smallest ratio of administrative costs 
to handle than light, compact ones. t ital costs. Management and execu- 
Breakables require special packing. » salaries do not inerease as fast 
Biologicals must be refrigerated. Nar- as volume inereases. Office payroll 
cotics must be stored in vaults and (including management and _ executive 


special records maintained for their re salaries) last year amounted to 2.93% 


ceipt and issuance. An invoice line for of net sales or 22% of total operating 
12 assorted lipsticks must be handled as expenses. The firms doing the largest 


The ROL-RACK 
with FIVE FEET of Shelf Space! 


A few of the thousands of users of the 


ROL-RACK 
Bethlehem Steel Co. 
U. S. Veterans Hospitals 
Continental Assurance Co. 
Transamerica Corp. 
Johnson & Johnson—Esso Standard Oil 
Fairchild Aerial Surveys Inc. 
Tulane University 
New York City Bar Association, 
Hundreds of Schools, Libraries, Lawyers, & 
Industrial Organizations, etc., etc. 
Sturdy and Durable 
Made of choice selected 1'/4"" hardwood. Slop- 
ing shelves angled for title reading, doweled 
and bolted to insure durability. Side-riveted 
swivel casters with resilient rubber tires which 
roll smoothly with a full load. 


Dimensions: 32" long, 13" deep, 31" high o. 
13" between shelves $4950 
Satin Walnut Finish or Natural wood Finish. 

Manufactured to seil for $69.50, mass produc- _F.0.B. Factory 


: : i : Stamford, N. Y 
tion makes possible this LOW, LOW price of “Weight 49 Lbs. 


CATSKILL CRAFTSMEN, INC.—A Subsidiary of The Grolier Society Inc. 
2 West 45th St., New York 36,N.Y. ‘Attractive Dealer Franchises Available 
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YOU CAN READ THIS STENCIL EASILY 
,..WITHOUT A CUSHION SHEET! 


Offices all over the country are 
switching to Old Town Hi Vj because... 


HIGH VISIBILITY COATING saves time and 
reduces errors. You proofread the clear, sharp 


copy without a cushion sheet ee 


NO CUSHION IS NEEDED while typing, either 


Extra protection is built into the tough base tissue. 


WET STRENGTH means Hi Vi Stencils ore truly 
washable. You use them ond re-use them, ogain 


and again 


EASY-TO-USE GUIDES simplify copy spacing 


and positioning 


LONG RUNS ond precise reproduction are stand- 
ard practice with Hi Vi Stencils. 


STENCILS 


AND 
MIMEOGRAPH SUPPLIES 


World's foremost maker of carbons, rib- 
bons, duplicators and duplicating supplies 


NAME 


FREE OLD TOWN STENCIL SAMPLER KIT 
Just send the coupon, filled in and clipped to your letterhead, to COMPANY 


DORESS 
OLD TOWN CORPORATION, DEPT. 0-10 , 
345 Madison Avenue, New York 17, N. Y. 


For More Information Circle No. 341 
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WITHOUT A WORD- 


a Stow & Davis office 
reflects the integrity 
and sound judgement 


of the successful executive 


STOW & DAVIS 


EXECUTIVE FURNITURE MANUFACTURERS 


GRAND RAPIDS, MICHIGAN 
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volume of business reported the small- 
est administrative payroll per sales 
dollar, es did the firms making the 
highest profit. The most productive 
office manhours were in these classes of 
firms. For example, the highest profit 
firms handled 2.6 more invoice lines 
per office manhour than did the low 
profit group a 1315% greater pro- 
ductivity per manhour. A general in- 
crease in office productivity (12.4% last 
vear over 1954) indicates that offices 
are improving their efficiency. 

There has been a 25% reduction in 
office overtime in the last four years. 
The largest volume firms seemed to 
find it diffieult to schedule their office 
work to maintain proper balance, and 
their overtime ratio was highest. 

Measuring the productivity of office 
personnel against the sales voiume. 
sales pel office employee inereased 
$14,000 in 1955. A definite relationship 
exists between the cost to handle an 
invoice line in the office and the rate of 
net profit. For the average wholesaler 
last year, administrative costs were 
19.5e per invoice line. For the highest 
profit producers, the cost was 18.9¢. It 
was 19.8¢ for the medium profit houses 
and 21.5e for the lowest profit opera- 
tors. The average clerical salary (in- 
cluding management and executives) 
was $4,486 in 1955, an increase of 19% 
since 1952. Sales in the same period 
rose only 16%. 

The 210 service drug wholesalers 
participating in the study (81% of the 
association’s membership) employed 
16,537 people including 5,718 In the 
office, 3,904 in the sales department and 
6,915 in the warehouse. This does not 
include truck drivers because some 
firms employ their own while others 
contract deliveries. The table shows the 
number of employees by function. The 
grand total of 18.9 employees per mil- 
lion dollars of sales last year was a 
drop of 1.7 workers from 1954, empha 
sizing a general increase in productivity 
per employee. 


See table on next page. 
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“our printer 
was right!’’ 


Best performing paper for your 
frequently handled records, is 
Parsons Mechano Form Ledger 
and Index. Quality printers 
generally will tell you this. 
Mechano Form will not “dog 
ear’. . . restful, no-glare surface 
relieves eye strain... . erasures 
will not roughen or discolor the 
sheet . . . made from 50% 
new cotton fibers. Color controls 
in your office systems can be 
established with a wide range of 
matching colors in all Mechano 
Form weights. Parsons Mechano 
Form ... a preferred business 
record paper, will outperform 
others. Specify it for your 
record forms. 


ANSON, 


MECHANO FORM.| — 
LEDGER AND IN 





WRITE ON YOUR BUSINESS 
LETTERHEAD FOR BOOKLET 4E1, 
“HOW TO GET WHAT YOU NEED 
IN RECORD. KEEPING PAPERS AND 
INDEX CARDS.’ PARSONS PAPER 
. HOLYOKE, MASS. © PPCO 
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Number of employees per million dollars of sales in the wholesale drug industry (see preceding 
page). 
$2,000,000 $4,000,000 $6,000,000 
US. Under and Under and Under and Under $10,000,000 
Average $2,000,000 $4,000,000 $6,000,000 $10,000,000 and Over 
Management 0.4 1.1 0.6 0.4 2 0.2 


Accounting (Including Chief 
Accountant) 


Buying (Including Buyers) 
Pricing, Invoicing 
Other Office Personnel 
Total Administrative 
Salesmen, City 
Salesmen, Country 
Other Sales Personnel 
(Incl. Sales Mgmt.) 
Total Selling 
Warehouse, Supervision 
Picking, Checking, Shelving, 
Full Case y 
Packing 0 
Receiving-Shipping Room 0 
Other Warehouse 7 


6 


JIwn hk wBWwWwb 


Total Warehouse 7.9 
Grand Total 18.9 21.0 


A portable office key tray... 


The EMBASSY - DROOP 2 


OCK it in desk or file drawers, safes, 


closets, lockers, etc., it's easily carried ith TICONDEROGA 
to point of use. Offered in five capacities ot W. 
from 21 to 49, the Embassy has al a : 

TelKee system components, and it wil Fingers won't cramp or tire even 


give real convenience and security. Spe- . . . 
cially priced for commercial buyers after long sessions with a Dixon 


$15.52 up f.o.b. factory. Ticonderoga pencil. No finger fa- 
Write Dept. O£-3 today for de- tigue common with other writing 
tailed Embassy specifications instruments. Prove it to yourself. 
and for our new catalog of s 


“‘complete” TelKee systems for Try Ticonderoga — it’s Leadfast. 
any requirement, large or small 


The MOORE KEY CONTROL’ 5; TICONDEROGA 


P.O. MOORE, HEC. - A SUBSIDIARY OF SUMMOC COA>P. THE JOSEPH DIXON CRUCIBLE CO. 
plane See nn Pencil Sales Division, 0-16 Jersey City 3, W. J. 
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REALLY PERFECT COPIES TOO’ 





Production time is vital these days. 
Standard’s newly engineered Ream Feeder 
saves the time of frequent reloading. It 
holds 500 sheets of 20 pound copy paper 
oran equivalent thickness of other weights 


Kandard 
ROCKET 


FLUID DUPLICATOR 
with 


Hydraulic paper lift assures efficient, , a ens N E W D E L U X F 


noiseless feed tray action, automatically. 


Standard’s reputation as pioneer of fluid R E A M F E FE D F 8 


duplicating in America, guarantees full 


of duplicating paper or card stock 
Where you have volume duplicating, 
this Standard Rocket Model ERAD is 
ideal. It feeds smoothly, quickly, faultlessly. 
Simplicity in design means long life. 


satisfaction. Ask for free literature. 


Standard Duplicating Machines Corp... Everett. Mass. 


For More Information Circle No. 427 





THAT’S WHAT MAKES THE BOSS HAPPY... 


. .. those clear, sharp impressions he sees every time dupli- 
cating work is produced on WAUSAU IMPRESSION PAPERS. 
Our 57th year 


For each of the three major duplicating processes Wausau 
makes a specific impression paper — with a surface made 
particularly receptive to the inks used in the process — to 
assure BEST IMPRESSIONS no matter what process you use. 


® The complete Wausau Impression Paper line is available 


; nationally through authorized distributors and stationers. 
Artisans of 


Fine Papers git edgy 
(Sg NA 
gone §) 


- 
o 








WAUSAU PAPER MILLS CO. ; 


General Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
MILLS at BROKAW, WISCONSIN—Member—Wisconsin Paper Group 


For More Information Circle No. 198 
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RECRUITING iND SELECTING OFFICE EM- 
PLOYEES by Milton M. Mandell. American 
Man oment Assn., 1515 Broadway, New York 
36, 175 pp., $4.75. 
Report of a survey of 320 business or 

ganizations in a variety of fields, describ 

ing good and poor techniques for office 
employee recruitment. 


{CCOUNTING FOR INTRA-COMPANY TRANS- 
FERS. National Assn. of Cost Accountants, 505 
Park Ave., New York 22, 48 pp., $1. 
Covers alternative pricing policies for 

decentralized company divisions, how to 

choose 


a pricing policy, methods for pric 


ing transferred goods and services and 
accounting techniques for intra-company 
transfers—based on the practices of 40 


leading companies. 


GLOSSARY. National Assn. of Blueprint & Diazo- 
type Coaters, 1001 Connecticut Ave., N.W., 
Washington 6, D. C., 22 pp., $1. 

\ glossary of terms employed in the 
coating of blueprint and diazo ultravio 


let light sensitive materials. 


PREREQUISITES FOR A GUARANTEED ANNUAL 
WAGE by Henry C. Thole & Charles C, Gib- 
bons. W. E. Upjohn Institute for Community 
Research, 709 S. Westnedge Ave., Kalamazoo, 
Mich., 16 pp., Free. 


Explains why planning for stability 
will be one of the biggest challenges fac 


ing management in the years ahead. 


NEW WEBSTER’S VEST POCKET DICTIONARY. 
Ottenheimer, 23 8S. Howard St., Baltimore 1, 
239 pp., 90 cents. 

Flexible covered pocket dictionary con 
taining more new words than generally 

516"), 


found in a book this size (21%4” x 5% 
[Includes 30 pages of useful miscellaneous 


information. 


(Continued on page 35) 
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Jack-of-all-Purpose 
FORCE Ze Change 


. Numbering Machines 


STANDARD 
MODEL 





m 123456 
123456 


a 


FORCE Quick-Change Num- 


bering Machines do a variety of number- 








ing jobs requiring special numbers or 
changes of numbers. They can be used 
for numbering bank books—work cards 
— yardage tickets —labels —file folders — 
merchandise tickets and other jobs where 
quick numbering changes are essential. 
In addition to the standard model, a 
heavy-duty model is also available. See 
your dealer or write for catalog. 

Specify FORCE for the Finest 


OUTSTRETCH 
OUTLAST 
ALL OTHERS 


Good Housekeeping 


oe «, 

Notionally Distributed 
Available at your 
Regulor Suppliers 

Bands for Every Purpose 


PLYMOUTH RUBBER 
COMPANY Inc., 
Canton, Mass. 
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of course you prefer a 


wrap rack 


Look how bunched-up the coats are on the old-fashioned clothes tree... 
see how neat and trim they hang on the Borroughs Wrap Rack. So this fall, 
before you buy anything to hang coats on, be sure to take a good look at 
the Borroughs line. There are standard models to accommodate 6, 9 or 12 
coats and hats. The 9 and 12 models are available in double-face units, and 
“add-on” units can be added. Coats hang straight—hats rest on round rods 
and not on dusty shelves. Rigid steel construction, welded for added 


strength. Your choice of 5 colors. A lasting value! 


BORROUGHS MANUFACTURING com ANY 


ARY OF THE AMERICAN METAL 


3010 NORTH BURDICK alll KALAMAZOO, MICHIGAN 
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SUPERVISOR DEVELOPMENT PROGRAM, BASIC 
COURSE, DETERMINING PERFORMANCE RE- 
QUIREMENTS FOR EMPLOYEE APPRAISAL, 
Government Printing Office, Washington 25, 
D. C., 31 pp., 25 cents. 

A plan by 
termine what they expect from subordi 
and 


which supervisors may de- 


nates, make understand 
What is expected of them, Ask for Cata 

log No. D 101.37:41-B-41. 
Two booklets 
further information on this same pro 
are Catalog No. D 101.37:41-B-42 


which costs 25 Catalog No. 


employees 


additional containing 


cents, and 
D 101.37:41-B-43 which costs 20 cents. It 
had the three 
booklet. 


would have been better 


been bound into one 


MANAGEMENT AND PERSONNEL: For a free 
circular and order form listing 39 books on 
pertinent subjects, write Government Printing 
Office, Washington 25, D. CC. Ask for circular 
O-350421. 

PROFIT SHARING 

Jehring. Profit 

1718 Sherman 


50 cents. 


\ bibliography of over 300 


READING 
Sharing 


LisT by J. J. 
Research Foundation, 


ive., Evanston, Ill., 20 pp., 


works on 
profit sharing, published here and abroad. 


concerned with duplicating costs? 


Check the waste paper basket ! 


stencils — masters — copies 


In arriving at your duplicating costs, 


OCCUPATIONAL WAGE SURVEYS by U, S. Dept. 
of Labor's Bureau of Labor Statistics. Govern- 
ment Printing Office, Washington 25, D. C. 


Kach of the 


information 


lists 


following bulletins 


on 62 jobs ineluding offies 
clerical, professional and technical, mé 


tenance and power plant, custod al 


material movement. Includes 


average 


wages, distribution of workers by earn- 
ings and industry, paid holidays and va 
entrance rates for 
health, 


and welfare plans. There is a 


of each of the 62 jobs. 


¢ations, minimun 


women in offices; and insurance 


adeseription 


AREA DATE BULLETIN 
NO 

Apr. 1956 1188 

AT ‘ 1&8 


188 


have you included the rejects? 


Stenafax prepares your mimeograph stencils—offset paper 
plates * single positive copies with facsimile accuracy * push- 
button simplicity requires unskilled personnel * operates and 
shuts off automatically * fast * economical 

NO CHEMICALS—NO POWDERS-—NO HEAT—NO LIGHT 
Before you buy, get the facts on Stenafax 


alax 


is electronic! 
automatic! 


Nome 


Address 


City & State 


TIMES FACSIMILE CORPORATION, Stenafax Division, 0-10, Hotel Biltmore 
Arcade, 43rd St., and Madison Avenue, New York 17, N. Y. 
Please send Stenafax brochure to 
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Classic 


CARBON PAPER 


> y Cae GUIDE! For your free copy of our 

new “Carbon Paper Facts” type make and 

model of your typewriter and the number 

of carbon copies normally required on your 

company letterhead and mail with coupon 

COLUMBIA RIBBON & CARBON MANUFACTURING CO., 
9610 Herb Hill Road, Glen Cove, N. Y. 


MODERN CLASSIC 
CARBON PAPER 


by P 


Rush free—“Carbon Paper Facts.”’ 


Name 





Company 


Address 
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R.C.Allen SAFES AND INSULATED FILES 


There is an Assurance of Quality 


Write fr turtner 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, Grand Rapids 4, Mich. 


TYPEWRITERS - CASH REGISTERS +- ADDING MACHINES + SAFES: FILES + BOOKKEEPING MACHINES 
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Traveletter 1s used 
by Nearly a Thousand Pfizer Salesmen. 


“We entered the Traveletter Plan over five 
years ago when we had less than 100 sales- 


men but facing a rapid change in and expan- 
INVITATION mee 
sion of our distribution methods. Today, with 
welcome isit t ur 
Mezzanin nearly a thousand representatives in four 
l Susiness | } 


‘ier Sak Cokiocun sales divisions, the Traveletter Plan services 
ca eee wees our sales activities in every part of the United 


States with its inherent convenience and 


speed in expense reimbursement 


Traveletter 


Traveletter 


imies employing from 1 to 1,000 
United Aircraft Corporation 
yanamid Co., Western Electric Co., 
mith, Inc., Kendall Mills, A. B. Dick 


1 many others 


TRAVELETTER CORPORATION GREENWICH 3, CONNECTICUT 
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Kodak’s new 


VERIFAX 
Signet 
COPIER 

...only $148 


Now that a photocoprer 
costs less than an 


office typewriter... 


Large companies will find that put- 
ting a new Signet Copier in each 
department is as practical as having a 
typewriter at each secretary’s desk. 
Ends costly “travel” to duplicating 
room and waiting in line for copies. 
Everyone gets copies soon as needed 
—5 in | minute for just 242¢ each. 


“One-man” offices can now enjoy 
the 101 short cuts Verifax has brought 


to thousands. For example answel 


Get all 
the facts 
on new 


Signet 
= Name 


send free Signet folder, 
booklet, and names of near-by dealers. No obligation. 


mail without dictation and typing; do 
“all-day” retyping jobs in 15 minutes. 
Does more! This sensational copier 
does many jobs beyond the scope of 
ordinary copiers — for example, makes 
copies on pre-printed office forms... 
and on both sides of standard copy 
paper. Even makes an offset plate in 
1 minute for less than 20¢, using low- 
cost adapter. 

Misses nothing! Verifax copies are 
photo-exact from top to bottom 
especially important when you’re 
copying legal papers. 


EASTMAN KODAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. Y 
Gentlemen: Please 


23-10 
“Short Cuts 


Position 





Free folder describes this 
Company 








remarkable $148 copier in 


detail; also gives facts on Street 





complete line of Verifax 
copiers. City 


State 
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The surest way to get the exact paper, inks, 
carbons, sizes you need for office reproduction 





processes is to.... 


Buy from a Firm with a 
=... Complete Line! 


Sry 
FORMS 





iy. many forms are needed in modern bus- 
iness. But for every situation there is only one 
right type of form to use. You can be sure of get- 


HANDYSET . 
ting this one exact form you need by buying 


ONE-TIME 
CARBON FORMS from a firm (1) that offers a complete line and 
‘ 2) whose salesmen are skilled in form-design. 
Soe “—? \ That’s why it will pay you to contact Baltimore 
* \ Business Forms. Our salesmen know forms 

NN they’ve designed them for leading business 
a houses throughout the country. Their experi- 
ence, combined with our complete line, is your 
guarantee of the precise form you need for your 
specific problem. Write us today, requesting 

samples; there’s no obligation, of course. 


A 
| 


i NSS er, 


BOOKS 


. 7. zy NCR FORMS COUNTER REGISTERS GY 
/ / (no carbon required) AND FORMS 


Forms for Office Duplication—Fluid, Offset and Photocopy Processes 
Automatic Data Processing Machines and Tabulating Machines 


The Baltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 


3144 FREDERICK AVENUE BALTIMORE 29, MARYLAND 
For More Information Circle No. 200 
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DAVIDSON 
DUAL-LITH will do 
more for you 





. THE woRLO'S 
. \) 
Anamainds i> 


“foson pu Handsomely streamlined in Davidson grey, Model 251 has 
many “extras,” including micrometer plate adjustment which makes exact image positioning simple. 
Throughout, it reflects the craftsmanship and sturdiness of DAVIDSON DUAL-LITH, assuring years of 
trouble-free operation and low maintenance. In appearance and versatility, it fits ideally into office 


offset applications. Because the Davidson 2-cylinder principle makes segments quickly interchange- 
able, you can Davengrave distinctive stationery or get truer color and easier, longer runs with dry 
offset as well as the finest quality conventional offset reproductions, in line, halftone or color. And it’s 
quiet in operation! @ Model 251 produces up to 6,000 impressions per hour on sheets from 3” x 5” 
to 10” x 14”. Prints on any stock from light manifold to cardboard and envelopes. Automatic suction 
pile feeder holds 21” stack of 5,000 sheets of 20-lb. or equivalent stock. And you can also print two 
sides at once, letterpress, imprint, number and perforate on the same machine. 


DAVIDSON CORPORATION 
A Subsidiary of Mergenthaler Linotype Company i 
29 RYERSON STREET, BROOKLYN 5, NEW YORK DAVIDSON CORPORATION 
Distributors in all principal cities 29 Ryerson Street, Brooklyn 5, New York 
(0 Send literature on DAVIDSON DUAL-LITH Model 251 
. (1) Arrange a demonstration in my locality. 
Davidson CD Send literature on Davidson Presensitized Plates. 
presensitized plates Name.... 
are tailored to your needs Firm eee 
for quality results co Re 
EE, ea 


Text set in Linotypc © Headings in ProType 
For More Information Circle No. 172 
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AUTOMATIC TAPE-OPERATED COMPOSING MACHINE 


For more than 15 years Bell Aircraft Corporation has 
prepared various types of publications for military and 
commercial use. Originally, copy for these publications 
was typed, sent out to be typeset, and returned for 
printing—a costly operation. 
As the costs increased during 
World War II, a less expensive 
process which would still fur 
nish justified, reproducible copy 

of top quality was sought. 
After a study, the Justo- 
writer automatic tape-operated 
composing machine was select- 
ed. This equipment provided 
justified copy suitable for XeroX 
or photo offset reproduction at 
30°, of the cost of typesetting 
or 70°; savings. Bell Aircraft is 
Bell Aircraft Corporation's installation of 10 just one of hundreds of indus- 
Justowriter automatic composing machines, tries, companies and govern- 
ment agencies cutting type 
composition costs with Justo- 

writer. 


PRODUCE PROFESSIONAL TYPE COMPOSITION 
IN YOUR OFFICE WITH Justowriter—tIt’s EASY 


The Justowriter, consisting of two units, a Recorder 
and Reproducer, gives you complete control of compo- 
sition in your own office. Your typist quickly and 
easily becomes your compositor. She simply types the 
copy (standard typewriter keyboard) on the Recorder. 
Simultaneously a punched paper tape is prepared 
complete with justification codes. The Reproducer 
reads the tape, automatically producing sharp, justi- 
fied (even margin) reproduction proofs or direct image 
plates, Write for complete information, 


oe 





Sol d j ffices in principal cities— 
Dept. 0-105 1 Leighton Ave. oles and service offices in principal ci 


Rochester 2, New York 


Subsidiary of Friden Calculating Machine Co., Inc 


listed in classified telephone directory under 
“‘Typesetting Equipment,” 
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For Greater Office EYE-FICIENCY’”’ 
| Take a Tip from this Young Lady 


CLAIRE WILLIAMS 
St. Logis, Missouri 


She’s Miss EYE-EASE” of 1956 
Voted Loveliest Office Worker in the U.S.A. 


For the second year, National Blank 
Book Company stationers, aided by 
over a million customer-users of cool 
green Eye-Ease record keeping forms, 
have selected a real winner... and we’re 
proud to salute her. 

Let Miss Williams tell you about 
another real winner — Eye-Ease Forms. 
She states, “I like Eye-Ease Forms be- 
cause they’re easy on my eyes. The 
green tint of the paper doesn’t glare at 
me. Entry figures stand out nicely, the 


Accountants Analysis Pads 


Tumbler i Steno Notebook 


brown and green rulings don’t ‘fight’ 
them’’. 

Yes, your office, too, will find that 
Eye-Ease forms reduce eyestrain and 
fatigue — increase speed and accuracy. 
See them today at your National 
Stationer’s. 

ss (CAD EE 
; eae 


NATIONAL BLANK BOOK CO. 
Holyoke, Mass. 


Time and Payroll Forms Accounting Forms 
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“WHEN ASSEMBLING VITAL FIGURE FACTS 
DO YOU USE THIS 


TALLY MARK +++. 


IN YOUR OFFICE or PLANT? 


— _ : ——-- 


You dont have to! 


Now you can substitute a faster, easier and more 
accurate method to tabulate and segregate these 
important statistics ECONOMICALLY! 





How?... The DENOMINATOR Way! 


COUNT, TABULATE 
and SEGREGATE 
with ONE FLICK of 
your FINGER. 


For complete details 


write Dept. 0-66. 12 Unit—2 Step Denominator 


THE  sepemmp se Company, we 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 
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...these white elephants 


are made of paper! 


Are you feeding them in your office? 
Most offices are! They’re that mass 
of ever-accumulating records that 
bulk up files, eat up space, and 
gobble up big hunks of profit! 

If you have any doubt about these 
beasts stalking your office—try these 
three simple tests: 

TEST +1—Do you have an organized 
policy covering systematic retention, 
transfer or destruction of all papers 
and documents? If not, you must be 
feeding a white elephant! Tremen- 
dous savings are possible. 

TEST *2—How long does it take to 
find or file a paper in your organiza- 
tion? It should not take longer than 
1 minute. If it does, your company 
probably needs a Records Analysis. 
TEST #3—When you ask for a file by 
subject instead of by name do you 
get all the records pertaining to that 
subject—and are they in order for 
best use? 


Why delay? Get the latest infor- 
mation on actual dollar savings pos- 
sible through modern records man- 
agement methods. Get rid of the 
white elephants in your organization. 
Start today by checking the coupon 
for this valuable free literature. 


| | Memington. Ftand ' 
Division of SPERRY RAND CORPORATION l 
Room 2026, 315 Fourth Ave., New York 10. | 
Kindly send literature checked 
BSD45 —‘‘Control Of Records And Their Costs’’ 
X1615 —‘‘Your Records’’—(Controlied From 
Creation To Destruction) 
} BSD46 —‘‘How To Save Executive Time’’ 
(Subject Filing) 
“Get These Annual Dollar Savings 
From Your Files’’ 
Kompakt — The File With The 
Extra Drawer’’ 
BSD-5B—‘‘Complete Microfilming Service” 
| $C707B—‘‘The Cost Of Burned Records”’ 


] *BSD32 


[)] LBV676—“ 


A RE 


Ls 
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FACIT 


presents its 
“new look” 


— signed Sigvard Bernadotte 


Sigvard Bernadotte, famous indus- 
trial designer working with Facit, 
has combined exciting lines with 
modern two-tone greens for a new 
look in the office to-day. 

The fully automatic Facit CA 1—13 
with 10-key efficiency and easy-to- 
read registers makes calculating a 
pleasure. 








The world’s smallest and simplest 


fully automatic calculator 


Facit CA 1—13 does all four rules of 
arithmetic fully automaticaliy, It 
may be mastered after 10 minutes of 
practice. It is made of Swedish steel 
— the best there is. 


FACIT 


calculators typewriters duplicators 


FACIT INC. 404 Fourth Ave., New York 16, N.Y. * 235 Montgomery Street, San Francisco 4 


ATVIDABERGS — SWEDEN 





See and learn how to calculate in 10 minutes on the new 
CA 1-13 and CS 1-13 at the National Business Show, Booth 213-W. 
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Job, cost and other 
work records, housed 
in ordinary steel 
files, were all lost 
when a fire. de- 
stroyed the plant of 
Winger Mfg. Co., 


Ottumwa, lowa. 


= ~ aed 
wo le 
Lang? 
‘i 
P  . 


But ledger cards 
representing $175,- 
000 in accounts re- 
ceivable and housed 
in’ a Shaw-Walker 
Fire-File Desk lo- 
cated in the hottest 
spot, came through 
the fire clean and 
dry, according to 
_ Lloyd Winger, presi- 
dent. 


i ies a al 


Vital Records Saved 
By an Insulated File 


“Had it not been for the Shaw-Walker Fire-File, we 

might now be out of business," stated Lloyd Winger 

(at left). His firm was able to resume business the day 
after the fire. 





Alice V. Spence 
(seated), office man- 
ager of the Republi- 
can party's national 
committee on con- 
vention arrange- 
ments, with a Clary 
adding machine 
used at the Repub- 
lican convention in 
San Francisco. 


EMOCRATIC 
ATIONAL 
ONVENTION 


Four Ditto offset 
duplicators were 
used at Democratic 
convention head- 
quarters in Chicago 
to produce advance 
press copies of 
speeches. and _ in- 
structions and 
notices for delegates 
and staff members. 


A battery of Clary 
adding machines in 
use at the Demo- 
cratic convention. 
Standing is Mary C. 
Zirkle, controller of 
the Democratic Na- 
tional Committee. 





SHIRLEY SORENSON 
Solar Aircraft Co., Des Moines 


a 


WILDA MARTIN 
Monterey Oil Co., Long Beach, Cal 


BETTY KERSHAW 
Kleinpeter Dairy, Baton Rouge 


KRIS SWANSON 
Mytinger & Casselberry Co., 
Long Beach, Cal. 

a 


JEAN MARIE NEWELL 


Harshaw Chemical Co., Hastings, N.Y 


JANEL SEQUIN 
Dr. Allison S. Roberts, Buffalo 


JOAN CYNTHIA POTTER 
Bath Iron Works Corp., Bath, Me 


BARBARA GUNTER 
Harper Motor Lines, Elberton, Ga 


The Eyes 


Claire Williams, a student 
at the University of Mis- 
souri and part-time worker 
for Manpower, Inc., was 
chosen Miss Eye-Ease of 
1956 in the annual contest 
sponsored by National 
Blank Book Co., makers of 
Eye-Ease record keeping 
forms. She will use the 
$1700 prize money to con- 
tinue her education. 


e; 


CLAIRE WILLIAMS 
Manpower, Inc., St. Louis 


The nine other finalists in 
the Miss Eye-Ease contest 
are shown on this page. 
They were chosen for their 
attractiveness, neatness and 
businesslike appearance. 


PAULETTA MOHNEY 
Smith Motor Sales, San Antonio 





New St. Louis 
Office Building 


There are no private offices, Executives occupy 
areas set off by portable partitions, as shown 
at right, The tabulating department on the 
top floor (below) is separated from division 
claims and accounting departments by a con- 
tinuous strip of windows. The air-conditioned 
building, of lift slab construction, has acous- 
tical tile ceilings and gray asphalt tile floors 
throughout. 








New 45,000-sq. ft. 
office building of 
General Insurance 
Co. of America, 
Safeco Insurance Co. 
and their affiliated 
companies, in St. 
Louis. Designed and 
built by the Austin 
Co., all of building's 
service equipment is 
in the penthouse 
above the entrance 
lobby and stairwell. 











Mailroom (fore- 
ground) and supply 
room (rear) on the 
ground floor of the 
new General Insur- 
ance Co. building. 
Interior sidewalls 
throughout the 
building are painted 
concrete block. 


A view of the 
ground floor con- 
taining local  serv- 
ice and claims de- 
partments. A_ 128- 
seat cafeteria is also 
located on this floor. 





Dictaphone equip- 
ment on the second 
floor provides re- 


mote dictation serv- 
ice for persons at 
desks anywhere in 
the building. 





Accounting department in the new, enlarged offices of Stow & Davis Furniture Co., Grand 
Rapids, Mich., manufacturers of fine wood office furniture. 


New Stow & Davis Offices 


The neutral walls in 
Stow & Davis's gen- 
eral sales offices are 
accented by bright 
leather upholstery 
colors. 


Bes: Be gee 


a 





Office of the presi- 
dent of Stow & Davis 
has walnut paneling, 
black leather and 
black - and - white 
tweed upholstery. 





Office of the adver- 
tising manager, Stow 
& Davis Furniture 
Co., uses light wood 
finishes, bright leath- 
ers and drapes, and 
soft neutral walis. 


Traditional group of 
mahogany executive 
furniture is used by 
the purchasing agent 
of Stow & Davis Fur- 
niture Co. 


Pigskin wall and wal- 
nut executive furni- 
ture with gold and 
bittersweet leather 
upholstery in the of- 
fice of Stow & 
Davis's sales man- 
ager. 











Ruth Kriesberg of 
Brooklyn College and 
a group of secretar- 
ies enjoying a poetry 
class at Vassar. 


Mrs. Eleanor Roose- 


os é ’ poe 
Business a a> velt answered ques- 
4 : — . "a tions on world affairs 
Women flan th 


institute's 


Attend y | registrants visited 


Hyde Park for a pic- 


Vassar : . nic supper, 
Institute 


Thirty certified pro- 
fessional secretaries 
attended the first 
Vassar College Insti- 
tute for Women in 
Business, sponsored 
by the National Sec- 
retaries Assn. (Inter- 
national), at the 
Poughkeepsie, N. Y. 
college in August. 
Morton Gordon from 
Chicago's Center for 
the Study of Liberal 
Education for Adults 
is shown at right 
with some of the 
“students.” 


Daniel Malamud of 
New York University 
prepares to show a 
film to the class at 
the Vassar Institute. 














REACH! 


FOR AN ARCO VR hy 


42 ip 


é; on 
RUBBER BAND a , 


——h, 


THE WORLD’S FINEST 
STATIONERY BANDS-- 
THEY ARE ‘‘PRE-OPENED’”’ 
READY FOR IMMEDIATE USE 





» ALLIANCE RUBBER CO. 
© Please send PRIE samples. 


* Nh NAME _ 


Ly ho = a ia Za © ADDRESS _ 
Kkubber bands C2) ciry 


DEALER'S NAME __ 








ADDRESS an 


ALLIANCE RUBBER CO. 


ALLIANCE, OHIO 69 West Washington St. HOT SPRINGS, ARK. 
CHICAGO, ILL. 
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SMALL OFFI 


5 letters a day? 











You need the -£"—" Stenorette 


The only dictating machine that can pay its way in the small office. 





© Only half the price of any other majoi e Make corrections and erasures d_vectly on 
dictating machine—but with greater ver- the tape—without touching the machine... 
satility, all dictating and transcribing 
features... e High fidelity audio quality — completely 
e One Stenorette can be used for both dic- private when earphones are used... 
tating and transcribing... 
° Q j T- “00 j y j > © 2} > 
Use the same magnetic tape over and over °30 minutes recording time on a single 
again... reel of tape... 


you're always sure with DevUR 
Over 300,000 satisfied users all over the world! 





SMALL 


orrice? | MAIL THIS COUPON TODAY! b USA 














I 
| 
| 
| 
! DeJUR-Amsco Corp., 45-01 Northern COMPANY | 
l 3lud., Long Island City 1, N. Y. | 
| 
. I 
| 
| 
’ 





ADDRESS 





Gentlemen: Please rush to me all-the 
facts on the Stenorette and its benefits 
for the small office. ciry ZONE STATE 





0-10 
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LARGE OFF 


or 5000? 


Dictating-Transcribing Machine 
only $169.50* A price that makes sense! 


The modern dictating system for the large office 
at half the cost of other major machines. 


e Every executive can have two Stenorettes ¢ Full 30-minutes of dictating on a single 
(for himself and his secretary) at less tape... 
cost than even phone-type systems... e No expensive re-surfacing of discs, belts 
or cylinders thanks to re-usable tape... 
e Use Stenorettes to record important con- 


e Every franchised DeJUR dealer main- 
ferences, play-back pre-recorded sales tains instantaneous service for all his 
customers... 

Booth 105 at the National Business Show 
N. Y. Coliseum, Oct. 15-19, 1956 


training lectures... 


LARGE | wAlL THIS COUPON TODAY! alll > 
OFFICE? : v) am 





ne ee ee ee ee ae OES a eS Ny RT TD TD Oe 














DeJUR-Amsco Corp., 45-01 Northern 


4 . 7 COMPANY 
Blvd., Long Island City 1, N. Y. 





Gentlemen: Please send me details on 
how a modern DeJUR Dictating Sys- 
tem can be installed at half the cost of 
any other system. CITY _TONE STATE 


ADORESS 





0-10 


Transcribing accessories at slight additional cost 
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UNITS 


SPIRIT AND HECT 


-ATING FLUID 


SUPPLIERS TO DUPLICATING ECIALIST EVERYWHERE 


ROSE RIBBON AND 
CARBON MFG. CO., INC 
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a) 


I ad 


Does Your 
Caleulator 


Print- 
And do all this besides ? 


Does your Calculator 
Multiply in three lines 
LIKE THIS —? 


Can your Calculator multiply 
12 x 13 « 14 without transposing 
LIKE THIS —? 


Can your Calculator carry 
2 additions simultaneously and 
get 2 distinct totals 


LIKE THIS, ? 


Units 

Cost 

Units 

Cost 

Units >, 
Cost 26 


Total Units 


Total Cost 9 2 


Or give Grand Totals of 
ndividual additions 
subtractions. and multiply 
without transposing 

LiKE THIS .? 


uvVoo 


First Total 


waco 


nm! 


Second Totalé 


7 


om PU 
ovvo 
\ 


Third Total 6 


o 
an 


Grand Total | 8 6. 


OW Ws 56000 
> I 


,39 


wu 


eS ist Sisethatic, short cut multi- 
plication “only three lines. 


The two registers, of CLASSIC operate from a 
single keyboard and produce separate and dis- 
tinct totals (Example: Units & Prices; Debits & 
Credits.) 


3. GRAND 


TOTALIZER Grand totals of many groups of additions and 
f subtractions may be obtained on the CLASSIC 
Printing Calculator without resetting interme- 
diate results. Thus, it eliminates transposings, 
which is the greatest menace for errors. 


Ask for a Free Demonstration 
of this Multi-purpose Printing Calculator... 


wnAOarecnre>n 


AFFILIATED WITH REX-ROTARY DISTRIBUTING CORPORATION iINc. 
387 FOURTH AVENUE, NEW YORK 16, MN. Y 
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“Now were sure our invoices 


errrtitit tT 


cant be paid twice--we cancel 
them like banks 


. reports Mr. Donald Farquharson, 
Comptroller of Mars, Inc. 


FORM STRAIG b 
NIFORM STRAIGHT BILLOF LADINe OR IOINAL 


3 N 
PURCHASE pequiston __ 
———— 


-_ 


RECEIVING REPORT 
——_——— 
a oe 





——_ | a or eres 


| SS 


r 


i: 





CUMMINS Perforators eliminate duplicate 
payments .. . make it impossible to re-use 
disbursement authorizations 


Mars, Inc., one of the nation’s leading 
candy producers, safeguards their ac- 
counts payable operations by cancel- 
ing invoices and all supporting docu- 
ments in a Cummins 300 Perforator. 
They simply insert a bundle of up to 
20 papers in the machine and auto- 
matically punch PAID, the Date and 
MARS in one swift operation. 


Many accounting executives specify 
that all pages in a voucher or invoice 
bundle be stamped PAID when the 
check is issued. This is hard to en- 
force. At the time of an audit, they 
are often shocked to find many docu- 
ments missed or only the top sheet 
stamped on. most of the PAID bundles. 


YOU CAN SAVE 10% ON YOUR 
FIDELITY INSURANCE COST 
this new booklet tells how! 





Write for the “Hole Story” which explains 
how you can prevent fraud in cash 
disbursements, stop inventory losses, 
and sove on your insurance premiums 


“Cancellation information 
is clearly ‘punched’ in the 
invoice and all supporting 
papers in one operation” 


A Cummins Perforator insures effec- 
tive cancellation of every document in 
every bundle with a substantial sav- 
ing in clerical labor—and close super- 
vision is not required to see that it is 
done. This is because it is easier to 
cancel a complete bundle with a Cum- 
mins Perforator than to hand stamp 
only the top copy. 

Ask your CPA 

Recommended by leading public ac- 
counting firms. Your CPA will be 
glad to give you advice on the subject. 
Your Cummins representative is 
listed in your classified telephone di- 
rectory. Look for AAC—CUMMINS 
(Automatic Accounting Controls) 
under “Perforating Machines’. Call 
him for a demonstration ...ask him 
how a Cummins Perforator can re- 
duce insurance costs. 


IN BUSINESS AND BANKS @ SINCE 1887 


Cummins 





CUMMINS BUSINESS MACHINES 

Division of Cummins-Chicago Corporation 

4740 North Ravenswood Ave., Chicago 40, lil 

SALES AND SERVICE OFFICES IN ALL PRINCIPAL CITIES 


For More Information Circle No. 340 
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“trigger touch” electric stapling 


Saves time, effort, money! 
Bates Stapler “shoots” 5000 staples at one loading... ELECTRICALLY! 


Eliminates tiring manual work, e Fastens up to 20 sheets 
speeds up jobs... 


quickly pays for itself e Stands up for years, 


proved in actual hard use 


Acts at touch of paper 
cts at touch of pap Compact, quiet, only 27 Ibs. 


“Shoots” rustless brass staples 
rifle fast 

Made with both single 110-120 AC motor drive, 

and double stapler heads 60 cycles, hair trigger switch 


e@ Rubber toes protect desks 


clip coupon for 





> 30 Vesey Street, Dept. 0-10, New York 7, N. Y. 
H H Dear Sirs: | would like more information 
full information | on the BATES ELECTRIC STAPLER. 


| Name —" 





the BATES Position. 
manufacturing co. | company 


30 Vesey Street, Dept. 0-10, New York 7 | Address 


Makers of Bates Numbering Machines, Staplers i 
’ , Z 
Eyeleters, List Finders, Stamp Pads, Perforators, etc. nea eel 


For More Information Circle No. 229 
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Transporter eliminates unprod uctive 


physical effort in record handling ! 


The illustration shows the 


two Rol-Dex units used by 
United Van Lines to house 
1134”x10” Incompleted Con- 
tract folders. Correspondence 
and related forms are filed in 
these folders while the con- 
tract is active. 


for more information write: 


United Van Lines eliminated 
congestion and reduced unpro- 
ductive physical effort (walking - 
pulling - bending - squatting - 
pushing) to the vanishing 

point when they had this 
modern record handling 
equipment installed in their 

St. Louis offices, 


SEE ROL-DEX EQUIPMENT 
IN OPERATION AT THE 
NATIONAL BUSINESS SHOW 
NEW YORK OCT. 15-19 


Dept. 0-1, Rol-Dex Div. WATSON MFG. CO., Jamestown, N. Y. 


For More Information Circle No. 389 
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The 
Hand 
1s 
Quicker 
g On a 


ohnston 


No need to be versed in magic to 
make the figures fly. Every operator 
is a prestidigitator on the new 
Johnston 


Service is faster, too. Your dealer 
can knock it down to the racks in 20 
minutes and put it back together in 
40 minutes... hours faster than 
any other adding machine. 

Call your dealer for a demonstra 
tion. While he's giving you the facts 
on Johnston's separate-unit con- 
struction and other unique features, 
get the feel of ‘‘the snappiest keys 
on earth.” You won't believe your 
finger tips! 

Manufactured in the U.S. Sold and 
serviced exclusively by Office Ma 
chine dealers. 


Dobaston 


ADDING MACHINE CO. 
13343 Sherman Way, No. Hollywood, Calif 


For More Information Circle No. 428 
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The Famous 


ACCO 
PUNCHES 


No’s. 10 and 110 


faa is in fashion! And you'll 
find new eye appeal, new style attrac- 
tion, in these famous Acco products. 
We've dressed the already-most-popu- 
lar Acco Punches #10 and #110 in 
your choice of five colors in addition 
to the standard gray finish. 


Every office needs at least one Acco 
Punch and now you may suit your 
color fancy, match your decorative scheme, or identify each punch with 
its proper desk location by selecting from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 
Green), Frost Tan (Desert Tan). 
Ask your stationer to show you these 
top quality, versatile, colorful new 
Acco Punches now—or if he hasn’t 
yet secured a color assortment, write 
us his name and we'll see that you are 
supplied. 


ACCOBIND folders ACCO clamps 
ACCOPRESS binders ACCO punches 
PIN-PRONG binders THE ACCOWAY SYSTEM 


(for marginal multiple punched forms) (for filing Blueprints and all large sheets) 


ACCO PRODUCTS, INC. 


Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 


For More Information Circle No. 228 
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PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON 


. Automatic 
Alignment. 


. Automatic 
Rotation of 
sheets for 
longer wear. 


. Automatic 
Warning of 
last typing 
lines. 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 


BRANCHES IN ALL LARGE CITIES IN THE U.S. A. 
For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. Y., U.S.A. 


For More Information Circle No. 235 
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SPEED 
PAPERWORK! 


Cut Duplicating 
Costs with 


XEROGRAPHY 


Copy subjects 
like these 
onto masters 
for 
duplicating 
by these processes: 


OFFSET ¢ SPIRIT ¢ DIAZO 


New developments in xerography make it the one, all-purpose, fast and 
economical process for copying onto different types of masters for dupli- 
cating... Now you Can Copy subjec ts like those shown above onto offset 
paper masters, pre-sensitized positive working metal masters, spirit (01 
other fluid-type masters ) , translucent masters, by this versatile, photo-exact. 
dry, electrostatic process. Original copy can be reduced, enlarged or mad 
Same size with XeroX - copying equipment. Masters can be made from 
opaque originals or from copy on both sides. 


WRI TE for ‘proof of performance" folders showing how xerography is saving time 


and thousands of dollars for companies of all kinds, large and small 


THE HALOID COMPANY 


56-22X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 


The fastest, cheapest, most versatile way to make masters for duplicating j 





For More Information Circle No. 227 
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Wall Anchored . . . easy to use... 


hard to attack... 


saves space, 


Floor Anchored . . . out-of-the-way 
. well adapted to modern 
building construction. 


Entirely new and modern in design, 
this York bolt-type money chest features 
deposit slot in inner partition equipped 
with 2-key locked door. Collar and cover 
plate are provided for floor installation. 


THE OFFICE 


York sives You 
BURGLARY AND HOLD-UP 
PROTECTION AT A NEW 
Low cost! 


This new low-cost York Money Chest pro- 
tects cash from holdup and burglary attacks. 
During business hours, bank deposits are 
accumulated in an inner compartment ‘ 
beyond reach of bandits. After-hours, all 
money is protected from burglary attack. Jn- 
surance underwriters allow up to 60% reduc- 
tion in mercantile safe insurance premiums. 





For protection against “carry-out” bandits, 
York has designed this bolt-type chest for 
anchoring in walls and floors as an integral 
part of the building ... or in steel-encased 
concrete blocks. The chest carries Under- 
writer’s Laboratories’ relocking and Safe 
Manufacturers National Association labels. 
It qualifies for class “E” burglary insurance 
rates on Mercantile Safe and Broad Form 
policies. 


For full information about using York Money 
Chests to discourage attacks and reduce costs 
. write today. 


YORK SAFE & LOCK 


910 Mulberry Rd., S. E., Canton 2, Ohio 


For More Information Circle No. 264 
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“V}, Vibration's fine i ie 
’ ma for breaking LF HAVING 
Concrete... | -tm—e, VIBRATION 
but it's out TROUBLE WITH 
of place in a HEAVY OFFICE 


MACHINES 
business office! ~ . 
OSUALLY IT'S 


Wthe ABSOLUTE uciiel 
ANSWER! 


irrany OOO SERIES 
TIFFANY 


with features never 
before available... 


Heavy-duty stand designed especially for 
today’s electric typewriters and bookkeeping 
machines. 

Absolutely vibration-free. 

Tremendous strength through super rigidity 
of construction. 


Here are the outstanding features: 


Open-top—the “escape-hatch” through which noise is 
dissipated away from operator « Adjustable foot com- 
pensates for uneven floors « Occupies minimum office 
space. « One-piece top adjusts for all machines « “King- 
size’ drop leaves « Special new ease-of-operation . . . foot Also available: 


pedal retracts casters « Square tubular framework. Medel 8002—with 2 drop leaves; 


Model 8350—35'2” height for 
stand up work; 
Model 8352—35'2"" height with 
“$¢ oe a 2 drop leaves 


At Better Dealers 
7350 FORSYTH _Y Co. Everywhere 
ST. LOUIS 5, MO. 


For More Information Circle No. 414 
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Duplex Electric Model 912 ED— (illustrated) 
features extra ‘Memory’ Register, 
Automatic Accumulation, Subtraction 

and ‘Full Cent’ but represents no 

greater investment than other 

ordinary single register machines, 


RAPID ADDERS Pius Computing 
Machines, Inc. 
- HAND OPERATED CALCULATORS 
} 5 Beekman Street, New York 38, N. Y. 
~ SIMPLEX ELECTRIC CALCULATORS Telephone REctor 2-0045 
* DUPLEX ELECTRIC S Beckman SN Y. 38, N.Y." 
S$; CALCULATORS Without obligation: 


(] Please arrange free demonstration in my office. 


ith (] Please send complete literature on your line 
of PLUS equipment. 


SR itecntitectmesnerscrecees 





Ss a sins waa 
Address 





Zone. State 








Riecnn cneaseeisiassalphitbinbtaials 


For More Information Circle No. 436 
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Expensive 


Whiting 


for a LIGHTNING 
LETTER OPENER 


Stop this daily waste of time and start 
every business day in high gear by 
equipping your mailroom with a Light- 
ning Automatic Letter Opener. In two 
or three minutes, it will open all 
the mail that formerly took an hour 

to slit by hand. No sorting for 

thick or thin, small or bulky 
envelopes —the Lightning 


Model A-9 opens them all a ORDER DEPT 


without any adjustment, 

and with complete 

safety of contents. N 4 FREE 
NW J TRIAL 


IN YOUR 
MAILROOM 


Try the new Model A-9 
Lightning Letter Opener in 


your own office without expense 

or obligation. Write today for full 
particulars. 

The Model A-9 Lighting Letter Opener has the 


beauty befitting its mechanical excellence. Un- 
skilled help can operate it safely and efficiently. 
Manual automatic letter openers also available 





SAFELY OPENS 500 LETTERS A MINUTE...NO CLIPPED CORNERS... NO DAMAGED MAIL 
THERE IS A LIGHTNING LETTER OPENER TO MEET EVERY MAILROOM NEED! 
The World's Standard for a Quarter-Century. 
Also See the Lightning Letter Sealers. Visit Our Exhibit at the 
National Business Show, Booth N. Cen. Sec. 108, New York, Oct. 15-19. 


THE BIRGHER COMPANY, INCORPORATED 


192 MILL ST., ROCHESTER 14, N. Y. 
For More Information Circle No. 370 











Wa Carbon... 
WILL PASS THE TEST! 


At this very minute, all over the country, thousands of stenographers 
have STORMS carbon paper poised, ready to place between two sheets of 
paper and insert into their typewriters. It is at this moment that these stenog- 
raphers realize the extraordinary handling qualities of STORMS carbon . 
Silky smooth, non-curling, slip-resistant and extreme serviceability - - . the 
keys to perfect typing performance. STORMS carbon paper is available in 
many weights, grades and finishes. Some of the famous STORMS brands 
ore... Records Eternal — Cameo — Reliance — American — Cleangrip — 
Clean-Pull and H.M.S. You'll find them ail right ot the top in today’s high 


quality carbon paper requirements. Let us tell you more. 


“The Complete Line that Stands the Test of Time” 


H. M. STORMS COMPANY 


STORMS BUILDING 
H. M. STORMS COMPANY BROOKLYN 38, N. Y 


Storms Buildi 
Gentlemen: ing, Brooklyn 38, N. Y. 


0-10 


We would lik 

e to k 

Carbon P. now more about t 

We abt Please send complete = profit possibilities of St 

NA ike a copy of the St ar ascaaaaaee oad 
ME_ orms Catalog. 


comunuwe. 
ADDRESS___ $$ 








+ For ‘ 
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posture-perfect 
everlastingly beautiful 


for the successful men in business 


MODEL M-9000 
Executive Posture Chair 


Write for details 











there is nothing finer in metal 


MILWAUKEE METAL FURNITURE COMPANY .- 101 N. Campbell Ave., Chicago 12, III. 


For More Information Circle No. 225 
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National Business 
Show in New York 


HE ANNUAL National Business Show will be held 
from October 15 to 19 in New York’s vast, new 
$35-million Coliseum exhibition building, said to 
be the largest of its type in the world and especially 
designed for shows such as this. Completely air-condi- 
tioned it has 391,500 sq. ft. of exhibit space which ean 
be used for a single show or for four separate shows, all 
with separate lobbies, box offices and visitor transporta- 
tion facilities. Numerous meeting rooms for the use of 
exhibitors and associations allied with the current ex- 


The Coliseum, New York's new 

exhibition building, where the 

National Business Show will be 
held this month. 














RUDOLPH LANG 


Managing Director 
of The National 
Business Show 





hibition are conveniently located in the structure and 
offer seating accommodations for from 25 to 10,000 per- 
sons. The showing of large or heavy exhibits presents 
no problem beeause the largest truck and trailer com 
binations on the road can drive directly to the first o1 


seeond floors, and freight elevators will 


handle up to a 
38-ton load at one time 

The Coliseum’s shadowless lighting is provided by 
16,000 fluorescent lamps for a daylight effect through 
out the exhibit area. Every service facility is available 
to each exhibition space, such as water, gas, steam, elec 
tricity, compressed alr, telephone, vacuum, drainage, 
radio and television. A zoned publi address system Gan 
pick up any section of the building or beam musie or 


speeches to any specifie area. 


} 


bv the conveniences for persons Who visits the exhibits. 


The unparalleled services for exhibitors are matched 


Loeated in the geographical center of Manhattan, the 
building is easily accessible to all local transit systems. 
Its basement and sub-basement provide space for park 
ing 850 cars with direct elevator service from the garage 
to all exhibit floors. There are food and beverage bars 
and rest rooms on each floor, plus a 350-seat cafeteria 
and bar-lounge—all equipped to handle crowds without 
congestion. Nine high speed passenger elevators and 
five sets of escalators reduce visitors’ fatigue and make 
it more enjoyable to see all exhibits. 

Since its opening last April, the Coliseum has attracted 
record-breaking crowds to every show held there. There 
is little doubt that this will be the greatest National 
Business Show ever held, both in attendance and ex- 
hibits. No one, executive or office worker, will want to 
miss this opportunity to see the latest in office equip- 
ment demonstrated in the most modern exhibit building. 
Here you will see the equipment that has been created 
to do better clerical work, in less time and under im- 
proved working conditions for personnel. 

This year’s show will occupy three floor levels at the 
Coliseum covering an area of five acres and will feature 
a Theme Center showing a purchasing office of the 
future, designed by J. Gordon Carr, A.I.A. Technical 
advisor for equipment methods and procedures will be 
George Gutekunst. 
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J. Arthur Grundy (left), president of the Office Executives Assn. of New York and manager of 

vocational promotion for Remington Rand, and George W. Oliver, Jr., chairman of OEA's 

National Business Show committee and president of Thomas Collators, Inc., with Joan Crawford 
who was chosen Queen of the 1956 National Business Show. 


The Theme Center will feature what the planners 
foresee as the machines of the 1970 office. These will 
include the TV telephone; microfilm readers for remote 
aecess to information in a main storage area; an inven- 
tory control chart giving the manager complete control 
of eritical items; microfilm file with a robot master micro- 
film unit; facsimile transceiver for sending and receiving 
internal communications; a 1970 electronic typewriter 
providing accurate side margins and interchangeable 
tvpe; and small audio visual equipment, easily concealed 
in interview areas. 

Rudolph Lang, managing director of the National 
Business Show, stated that, ‘‘At no time in the past 52 
vears has the National Business Show been able to de- 
liver to an interested audience the many new products, 
methods and systems it will this vear. We believe that 
this will continue to grow with the years as it is appar- 
ent that the industry is on the threshold of a new era 
and concept in processing the vital office records which 
control America’s vast industry. No company, large or 
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small, can fail to recognize the importanee of timely 
and up-to-the-minute figures for the guidance of man- 


agement’s decisions and survive in a competitive system. 
Electronics in the office are in their primary stage. 


While development has been rapid, it cannot keep pace 


with management’s needs. 


The next deeade will mark 


a thorough revolution and will witness the introduction 
of electronic office equipment by firms not at present 


commonly aeeepted as suppliers of these items. This by 


no means indicates the complete obsolescence of present- 


day methods which must be integrated in the new pro- 


cedures. 


Visitors will see demonstrations of the most 


advanced current techniques and will be able to eom- 
pare competitive items at one time and one place in the 


vreatest assemblage of the tools of management.’’ 


In recent years, the office equipment 
industry has grown tremendously and 
it continues to expand as a wider range 
ot techniques are 
adapted to, office work. This expansion 


developed tor, or 


over 100,000 executives with the ad- 
vances in equipment for use in their 
offices. Personnel can learn of any and 
all changes made in equipment and pro- 


of cedures in order to make their job per- 
A's itself means more clerical work as it formance more efficient, more valuable 
rd creates more jobs in other fields. For and more productive to their employers. 
instance, to light, floorcover, sound- The Office Executives Assn., in order to 
yrroot and air condition offices, $641 continue sustained interest in this pro- 
| ] 
- million are spent annually; 24 million fession, awards annual scholarships, 
1 pounds of one-time carbon paper are made possible by the National Business 
) used monthly in business forms; servic- Show, to outstanding students to enable 
ite ing typewriters requires 42,000 men and them to continue their studies in this 
n- $10 million of parts and tools are used _ field. 
‘ol annuaiy and, just to keep them clean The National Business Show will be 
‘0- cost $172 million a year. Over ten open daily from 1 to 10 p.m. and tie- 
- million gross ot lead sewage Waele ot kets will be available without charge 
; yearly at a cost of nearly pov muon. — from all exhibitors (see list on page 75). 
er Nearly 50,000 men are employed yearly Teh 
* 4 a Cereal aake Businessmen and women can also obtain 
> ante) yr ray ry ) »] as , . . ‘ . . 
yt to Keep oO no Once geno i vm tickets by applying at the Coliseum’s 
" writers ri rorking . 
ed trom typewriters, In good working entrance lobby when they visit the show. 
order. Over 40 million fountain pens, The 1956 . : : Ree 1c 
122 million ballpoints, 61 million me- le 156 Bast Coast a Con- 
al chanical pencils and 2 million desk sets Mtn 7 pee Office Machine 
Se , a : s9lers Pte , » he > the 
59 are used in a year. To correct our mis- i Assn. W “ns ¢ a ns = the 
aE se according Ss 1 Ste 
le- takes, over 2 million pounds of erasers  ‘ eee eee Ne to eee sage 
are used vearlv at a cost of almost $6 president ot the } ew York ( hapte1 ot 
ts, rita S ; NOMDA. This is the first eastern re- 
lat The National Business Show is owned gional convention in the association 5 
ur- by the Office Executives Assn. and oper- history and —o chain New Eng- 
ra ated on a non-profit basis to acquaint land, Philadelphia, Baltimore, W ashing- 
. ton, Pittsburgh and New York State 
ch * Statistics are quoted from The Office will attend during the National Business 
ment Industry, Office Publications Co., New York, ‘ 
or 195¢ Show. 
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John Hancock Converts from 
Punched Cards to Magnetic Tape 


ROBERT E. SLATER 
Vice President and Controller, John Hancock Mutual Life Insurance Co., Boston 


UNCHED CARDS are becoming 
obsolete for an operation processing 
millions of cards a year. Our office 
uses some 95 million punched eards a 
vear and 200) million 
cards a month. this volume 


processes over 


Beeause ot 


and the relatively slow speed of punched 


card equipment, as compared with the 
micro-second and milli-second speeds ot 
electronic equipment, it was 
for us to seek a new medium to proe- 


necessary 


ess and store accounting as well as sta- 
tistical data. 

As a result of a preliminary study, 
we embarked upon a large pro 
eram to converting our manual records 
to punched cards. The greatest advan 
tage in converting to punched cards was 
that it placed the company in a better 
position to convert its records at some 
later date to a large digital computer. 
I do. not wish to imply that vou should 
not convert directly from manual ree- 
ords to’ magnetie tapes. Some life insur- 
doing this very 
thing, but it is easier to convert to:mag 
netic from punehed eards than 
from manual However, if our 
procedures were not now mechanized, I 
would not advise converting to punched 
cards before going to magnetic tapes. 

The problem of random access to data 
on magnetic tapes, we believe, has been 
solved by a program of decentralization 
of service functions to the field office. 
Under this program, the making of pol- 
icy loans, payments on _ surrendered 
policies, payment of death claims, ete., 
within certain broad limits, are’ per- 
formed locally and the records of such 
transactions referred to the home office 

As a by-product of other work, a 
punched ecard called a status card is 
forwarded to the field office each year 


scale 


ance companies are 


tapes 


records. 
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lor every policy in foree. This status 
card gives the information required to 
perform all service functions for the 
policyholder. We anticipate 94% of all 
such transactions will be completed in 
the field. On the remaining 6%, the 
status card is forwarded to the hom«e 
office and the transaction completed 
without reference to any data on mag 
netie tape. It is also anticipated that a 
status card will be a by-product of our 
work on the digital computer, as it has 
been a by-produet of our punched card 
processes. 

Not only do we believe that the de- 
centralization program has solved the 
problem of random access to magnetic 
tapes, but it has greatly improved serv 
ice to our policyholders at an actual re 
duction in cost. 

About two ago, we 
a thorough investigation of electronic 
devices, as it appeared the time had 
come to enter the electronic field. The 
ordinary insurance field was selected for 
preliminary study heeause it involved 
millions of items which would tax the 
capabilities of any of the large seale 
digital computers, either available or 
known to be on the drawing boards. 
Our approach was to block diagram the 
various operations so that we could 
then apply the work to any of the com- 
puters.. 

We sent a team of men to all the 
available schools. Four men worked ful! 
time on this job in addition to many 
who spent time in varying degrees on 
the studies made. In all, I estimate that 
10,000 manhours at a cost of approxi- 
mately $50,000 was needed to determine 
the best equipment to select for our use. 
It should be remembered, however, that 
this cost is to some extent theoretical as 


years undertook 


79 





the individuals involved would be on the 
payroll regardless of whether 
they were working on this assignment. 

The subject of purchase vs. rental was 
studied at great length. I 
vineed that tor a company like the John 


or not 


became con 


Hancock that will operate the equipment 
around the clock, the equipment should 
be eventually purchased. Obsolescence 
has been considered to be an important 
factor but, in reality, 1t 1s an unimpor1 
tant item. If 
an around-the-ciock basis, and I 
that it 
will about 


equipment can be run on 

beheve 

should be, then two years rental 

equal the purchase price ol 
Anyone 

experience knows there is no probl m ol 


pe riod 


the equipment. with practical 


much longer 


obsolescenee In a 
than even two years. 

The various operations to go on the 
having to do ordinary 
insurance are as follows: 1. Premium 
billing involving 2,000,000 policies and 
5.000.000 


computer with 


premium notices annually; 
2. Premium accounting; 3. Dividend ae 
counting; 4. Commission accounting; 
5. Loan accounting; 6. Valuation « 
policy 7. Dividend ealeula- 
tions; 8. Mortality studies; 9. New issues 
und terminations We are proceeding, 
operation, rather than 
place all operations for a block of busi- 
on the compute! and then proceed 
further blocks of business. Experi 


habilities; 


ope ration by 


ence gained on programming one opera- 
setting up the others. 
worked full time on 


Sperry 


I 
tion is helpful u 
Nineteen 
the job. The , 
Rand Corp., supplied several skilled 


} 
l 
1 


pe ople 
manutacturer, 


technicians to with the first 
application. In addition, two other off- 
cers of our company, and I, spent a 
eood part ot our time supervising the 
installation of the equipment and con- 
version of the records to magnetic tape. 
It was anticipated that it would be nec- 
essary to add to this staff as other oper- 
were added to that of premium 


help us 


ations 
billing. 

We had 
notices prepared 
small] 


planned to have premium 
from Univae equip 


ment for a group of offices in 


80 


April of this year, and convert all of 
our 2,000,000 policies before the end of 
1956. Plans are already under way for 
the addition of other operations and | 
am hopeful that the end of 1957 will 
see the conversion of the ordinary insu 
tape 
aiming to have all neces 


tunection to 
pleted. We are 


sary information on any policy kept in 


ance magnetic com 


one place on the tape and thus eliminate 
The O45 possible plas eS pre 4 ntly required 


; ; 


o store information on punched eards. 


field 


discussion as 


Kleetronies is a new and ther 
has heen eonsiderable 


who can do the best iob ot determining 


the proper method, as well as do the 
best job of place ng the operations on the 


equipment. There s no 


I 


substitute in 
this assionment tor. the employees ot 
your company; no one can do the JOD 
better than they. Individuals who attend 
a programmer’s course lasting six weeks 


] 


only learn the basic philosophy of how 


electronic devices work. They do not 
ability to do the high quality 
needed for the 
computers. It is 


necessary to have their work supervised 


acquire the 


tvpe ot work 


which is 
most ettective LiS¢ ot 
closely by a specialist. 
This individual can usually be obtained 


from the 


programming 


manutacturer on a temporary 
basis. 

Beeause of the laroe expense entailed 
in acquiring a either on a 
rental or purenase basis, I feel 
companies will prefer to have their own 


computer, 


most 


opinions checked by professionally qual 
We firmly believe that 
the introduction of electronic equipment 
will not mean that anyone will lose his 
or her job. We have had 
experience with mechanization in_ the 
There 
has been an actual upgrading of job 
levels. I believe that much of the monot 
ony of office work will be eliminated by 
electronic and that American 
business will be in a position to ap 
proach the automatic office—From an 
address at American Management Asso- 


Elec 


i fie d consultants. 


considerable 


past and no one has lost a iob. 


devices, 


ciation’s conference on 


§ pec ial 
tronics at Worl 
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OTION STUDY is what its title 

implies: simply the study of ma- 

terial, paperwork, machine and hu 
man movements. This is a very simple 
definition. To be more explicit we can 
say that motion study is the investiga- 
tion of movement performed in any 
piece of work and the development of 
methods which make the work easier to 
do and therefore obtain more produe 
tion per employee for the same or less 
expenditure of energy. 

In motion study analysis, the work 
simplification engineer must consider 
the following factors: 

1. The techniques of motion study 
which constitute the normal stages 
through which every analysis must pass. 

2. The human element. From the start 
to the conelusion of the investigation, 
one strange unknown is. intermingled 
with the techniques ot motion study 
human behavior. 

3. The economies of motion study. 
This deals mainly with the cost facto 
and will interest top management more 
than any other issue since it indicates 
tangible results in the profit and loss 
statement. 

Bearing in mind the general tenor of 
these definitions, let us look at on 
phase of motion study (a sadly neg- 
lected one, too). That is motion study 
applied to office management. Volumes 
have been written on other aspects ot 
this work, but relatively little has been 
done in this pmportant field. To apply 
motion study to the office means to use 
it in relation to clerical work. 

Many believe that a motion study 
program in their office would demand a 
great deal of expense by hiring experts 
to do the work and purchasing or rent 
ing costly equipment. Of course, some 
expense, and at times a seemingly 
large expense, is necessary. But when 
charted scientifically the breakdown 
will show that the total savings over a 
period of time, often not longer than 
six months, will by far outbalance the 
cost of setting up the motion study. 

The office setting should be looked 


THe Orrice—October, 1956 


Why Don’t 
More Offices Use 
Motion Studies ? 


J. P. LESPERANCE 


Professor of Management, Director of 
Time and Motion Study Laboratory, 
University of Miami, Coral Gables, Fla. 


upon and treated as are all other parts 
of the company in initiating a motion 
study program. You can set pertorm 
ance standards in office work just as it 
is done in the factory. To begin, ask 
the usual questions: Is the work ‘:eing 
) 


done necessary? Does it duplicate work 


being done elsewhere } Can it be ¢om 
uned with some other work? If it is 
necessary and is not duplicating other 
actlvity, is it being done in the most 
effective way? 

Next, make flow process charts and 
flow diagrams of all clerical operations 
to determine in detail precisely how 
jobs are done now with a view to sim 
plifying individual jobs and_ redistrib 
uting routine tasks to lower job classi- 
fications. ; 

Starting the motion study project in 
the office is ofttimes the most difficult 
and harassing part of the job. To gain 
the complete support ot employees, and 
keep their enthusiasm at a high peak, 
is not only advisable but necessary if 
the job is to be carried through most 
effectively. 

Motion study may be applied to 
every part of the office. That little has 
been done in this field is evidenced by 
the lack of reading material of any sort 
in the libraries. The office is such a vital 
part of any business that it seems hard 
to imagine the lack of interest. 

The reasons for this may be many: 
imagined expense, laziness on the part 
of top management in getting the pro 
gram started, opposition from workers 
and in some cases unions. But when we 
study the advantages to be gained, the 
reluctance on the part of many com- 
panies to initiate such a program seems 
unfounded for any concrete reason. 








Program of SPAA General Sessions 


MONDAY MORNING, OCTOBER 22 
SYSTEMS AND PEOPLE—HOW THEY WORK IN THE SOVIET UNION VS. THE JU. S.: 
J. A. Livingston, Financial Editor, Philadelphia Bulletin. 


THE HUMAN EQUATION IN SYSTEMS WORK: Dr. Alfred J. Cardall, Cardal/ Associates 
Philadelphia. 


SYSTEMS AS A CHANNEL OF COMMUNICATIONS: Leslie Matthies, Northrop Air- 
craft, Inc., Hawthorne, Calif. 


OPERATIONS RESEARCH APPLIED TO OFFICE FUNCTIONS: Leslie C. Edie, Port of 
New York Authority. 


MONDAY AFTERNOON, OCTOBER 22 
AN EXPOSURE TO CREATIVE THINKING: Dr. B. B. Goldner, LaSalle College, Phila- 
delphia. 


GUIDES TO INVENTORY CONTROL: Dr. Arthur A. Brown, Arthur D. Little, Inc., Cam- 
bridge, Mass. 


SOLVING AN INVENTORY PROBLEM ON AN |IBM-702: Two-way closed circuit tele- 
vision demonstration from U. S. Naval Aviation Supply Office, Philadelphia. 


TUESDAY MORNING, OCTOBER 23 


NEW DEVELOPMENTS: National Cash Register Co. and Underwood Corp. 
IMPACT OF AUTOMATION ON MANAGEMENT: Carroll W. Boyce, Factory Manage- 


ment & Maintenance, New York. 


NEW DEVELOPMENTS: Commercial Controls Corp. and Burroughs Corp. 


THE MOUNTING TIDE OF PAPERWORK: W. O. Twaits, Imperial Oil Ltd., Toronto. 


WORK SMARTER—NOT HARDER: Allan H. Mogensen, Work Simplification Confer- 
ences, Lake Placid, N. Y. 


TUESDAY AFTERNOON. OCTOBER 23 
NEW DEVELOPMENTS: International Business Machines Corp. and Remington Rand 
Div. of Sperry Rand Corp. 


SYSTEMS IMPLEMENTING MANAGEMENT CONTROL: Douglas S. Sherwin, Rubber 
Chemicals Div., Phillips Chemical Co., Bartlesville, Okla. 


INTERDEPENDNCE—MANAGEMENT AND SYSTEMS: Lawrence A. Appley, American 
Management Assn., New York. 


INTEGRATED DATA PROCESSING: E. P. Little, Anderson-Nichols Co., Boston. 


TUESDAY EVENING, OCTOBER 23 
BANQUET: Dr. Nathaniel Cantor, University of Buffalo, N. Y 


WEDNESDAY MORNING, OCTOBER 24 


OPERATIONS RESEARCH IN MANAGERIAL SYSTEMS: David B. Hertz, Popular Mer 
chandise, Inc., Fairlawn, N. J. 


THESE CHANGING TIMES: Fred V. Gardner, Fred V. Gardner & Associates, Milwaukee. 
NEW DEVELOPMENTS: Addressograph=Multigraph Corp. and Radio Corp. of America. 
A DELICATE BALANCE: Harold C. Scott, Albert M. Greenfield Co., Philadelphia. 
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Yih International — 
Systems Meeting 
n Philadelphia 
(ctoher 22-24 


KAVY ADVANCE registrations indicate that this 
year’s will be the best attended International 
Systems Meeting ever held by the Systems & 
Procedures Association of America. The annual 
conference will be in the Bellevue-Stratford Hotel, 
Philadelphia, October 22-24. Conference theme is People 
t Systems Profit, and registrants will have a choice of 


attending general sessions, seminars and industry group 


meetings. 
The general sessions program has been planned to pre 
sent the latest systems developments, together with the 
opinions and evaluations of authoritative speakers. There 
will be a full schedule of general sessions during the three 
days and several will run concurrently (see opposite 
page ) 
The seminars will be informal discusions at which Kite ¥. Cinels 
smaller groups of executives can explore new techniques SPAA President 
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Joseph A. MacQueen 


General Chairman 


and exchange ideas. Over 20 different seminar subjects 
are scheduled, each of which will be repeated, under two 
or three qualified workshop leaders who have been chosen 
for their knowledge of the subject and their ability in 
conference management. Because of the appeal of the 
seminar subjects, some workshops have already been 
oversubseribed. 

The new industry group programs will offer the oppor- 


tunity for a down-to-earth, practical analysis of systems 


and procedures in action. Groups have been arranged in 
several industries to discuss problems peculiar to each, 
and to put registrants in contact with other systems 
people in similar industries. The format of these group 
participation meetings. has been arranged so that regis- 
trants may enjoy informal discussions with friends be- 
tween sessions. 

For the first time in SPAA’s history, an international 
systems award will be presented to a nationally known 
person whose contribution is considered significant in the 
light of SPAA principles. 

Educators have been invited to attend round table dis- 
cussions on techniques for teaching courses in systems 
and procedures. Under chairmanship of Norman N. 
Barish of New York University, college and university 
representatives will be acquainted with the association’s 
activities and its interest in the development of systems 
analysts. 

A closed circuit television presentation of the opera- 
tion of an IBM 702 at Philadelphia’s U.S. Naval Avia- 
tion Supply Office will be one of the highlights of the 
meeting. In a two-way contact, which will permit ques- 
tions and answers between the assembled conference and 
Naval personnel, the audience will view a demonstration 
of the electronic data professor as it is used to provide 
parts for the thousands of Naval aircraft based around 
the globe. Working at incredible speeds, the machine 
automatically handles the ASO operation, said to be 
one of the largest inventory control problems ever to 
be turned over to an electronic computor. A typical jet 
aircraft has over 33,000 different parts, many of them 
peculiar to that type of plane. The Navy has about 75 
different basie aircraft models-——jets and other types- 
and equips them with a variety of about 30 engines. This 
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JUST FLICK THIS KNOB (highly magnified here, of course) on a 


Burroughs Sensimatic Accounting Machine and you switch from j¢ » job. 


(urns one accounting machine into four 


UP FRONT JOB SELECTION, This four-job selector knob 
connects with the “brain,” or sensing panel, inside 
Sensimatic. The panel’s hundreds of tiny metal “reflex 
divide up into four separate, specialized accounting jobs. 
You select the job you want instantly, automatically with 
a simple turn of the knob. 


That’s why your Sensimatic is so versatile... and why 
today’s Sensimatic will stay modern tomorrow. For when 
you change accounting methods, you simply change the 
panel—not the machine. And that’s why big companies as 
well as small depend on Sensimatics to cut accounting 
costs ... to get far more work done in far less time. 


This complete Sensimatic flexibility is truly another 
Burroughs “touch of genius’’—equalled only by a Sensi- 
matic’s speed, accuracy, and over-all simplicity of operation. 
Sensimatics come in six 
different. series—two to 19 For More Information Circle No. 407 
totals. We suggest you write 
us—or, better yet, call our & B _ Y 
nearest branch office for a urroughs Sen 
demonstration. Burroughs 8 , 
Corporation, Detroit 32, Mich. “Burroughs” and “Sensimatic” are demarks 











Ditto, Inc. 


Haloid Co. 





Exhibitors at the SPAA Meeting 


Addressograph-Multigraph Corp. International Business Machines Corp. 
Bell Telephone Co. of Penna. Magna Crest Sales, Inc. 

Charles Bruning Co. Monroe Calculating Machine Co. 
Burroughs Corp. 
Commercial Controls Corp. National Cash Register Co. 
Cudahy Publishing 
Davidson Corp. 
A. B. Dick Co. 
Dictaphone Corp. 


Thomas A. Edison, Inc. TelAutograph Corp. 
Electrodata Corp. 
Embosograf Corp. 
Encyclopaedia Britannica Vari-Typer Corp. 

Ferris Business Equipment, Inc. Visirecord, Inc. 

Friden Calculating Machine Co. Weber Marking Systems 
Gray Audograph Co. Western Union Telegraph Co. 


Moore Business Forms, Inc. 


Ozalid Div., General Aniline & Film Corp. 
Recordak Corp. 

Remington Rand Div., Sperry Rand Corp. 
Shaw-Walker Co. 

Standard Register Co. 


Times Facsimile Corp. 


Underwood Corp. 


Wright Line 








J. A. Livingston 
Keynote Speaker 


86 


comes to approximately 450,000 different items stocked 
at 63 separate shore-based locations, many of which 
directly supply aircraft carriers and other ships at sea. 

J. A. Livingston, syndicated columnist and financial 
editor of The Philadelphia Bulletin, will be the keynote 
speaker. ILis subject will be ‘Systems and People How 
They Work in the Soviet Union Versus the U.S.’’ He re 
cently spent 42 days in Russia where he went to try 
and find the answer to the question: ‘‘Can the Soviet 
Union achieve its dream of outstripping the U.S. eco 
nomiecally, thus becoming the dominant, most productive 


nation on earth?’’ He also spent two weeks in other parts 
of Europe checking the results of Soviet economic pro- 


grams in Russian satellites. 

Since Mr. Livingston’s thought-provoking speech on 
October 22 is expected to arouse many questions among 
his listeners, arrangements have been made for his re 
turn for the luncheon on October 24 to discuss these 
questions and to show films he took during his stay in 
Russia. 

Full conference registration fee is $85 for non-mem- 
bers. Complete information and program may be ob- 
tained from J. A. MaeQueen, general conference chair- 
man, Alan Wood Steel Co., Conshohocken, Pa. 
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EACH DRAWER A SAFE! 
Fire-File, with corner 


*Fire can’t burn any of the  , he hth eg —hoe 


steel-walled, steel-rein- 


records in this office i forced fire insulation on 
all six sides of each 


drawer. Vault-like inter- 
. ALL ARE PROTECTED BY UNDERWRITERS LABELS locking drawer front. 


You are looking here at no ordinary office Correspondence, Paid Invoices 
scene. The difference is a new means of record 
keeping — fire protection for all records right 
where they are used. Inventory Control 

This modern “time-engineered” equipment Unshipped Orders, Bills of Lading 
not only gives fire protection during working / 
hours when most fires (55%) occur, it pays Checks, Cash, Collection Sheets 
for itself by saving time and space. Customer Card List 

Shaw-Walker makes 46 different types of Payroll Records 
this time-saving, fireproof equipment — in , 
them your records will always be ready for Paid Accounts, Voucher Checks 
instant use, even after a fire. You can’t afford Accounts Payable 
to gamble — 57% of the businesses who lose 49 Current Work, Reports, Contracts 
records in fires never fully recover. 


Accounts Receivable 


“Built Likea 


FREE to Office and Purchasing Executives: pmceper’ GHAW-WALKER 


The new, 292-page Office Guide con- 
taining hundreds of ideas on how Largest Exclusive Makers of Office Furniture 
to ease and shorten office work. and Filing Equipment in the World 
Write Shaw-Walker, Muskegon 6, ' Executive Offices at Muskegon, Michigan 
Michigan, on business letterhead. - Branches, Dealers in All Principal Cities 
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Forms Analysis 
Can Answer 
Most Business 
Problems 


DANIEL L. GRANT 


Tecco Systems Div., Grant & Atkins, Inc., 
Management Consultants, New York. 


INCE ALL operations and actions 
of a business are recorded on its 
forms, an analysis of a company’s 
forms can provide the answer to prac- 
tically any management problem. This 
fact is often overlooked by persons: who 
believe that the control of forms has to 
do only with the typographical desig 
and printing of sheets of paper. 
Generally management sets up its 
requirements tor accounting intorma- 
tion. The various operating points have 
to correlate their results with this ac- 
counting formula. There are, of course, 
various degrees of accuracy of these ac- 
counting controls, and generalizations 
must be avoided. However, it is possible 
to (a) to set the ideal to be achieved, 
and (b) define the sensitive, progres- 
sive, accurate way to achieve accounting 
and statistical results which reflect actual 
operations or transactions. Two general- 
izations respecting this can be risked 
tentatively: (a) established accounting 
and statistical requirements tend to 
freeze into a pattern, or always fail to 
adjust sensitively to the ups and downs 
of actual operating conditions, new ex- 


periences and variations; (b) the forms 
which are used do reflect exactly what 


on. Therefore, we need a corre- 
lation between the analysis of the forms 
which reflect these operations and 
changes, and statistical controls and 
reports. It is a question of getting the 
horse before the cart and keeping him 
there. 


LOeS 


88 


All too frequently you find top man- 
agement calling in division or plant man 
agers to interpret and explain costs and 
profits and leakages of one nature or 
another. Such questions would not be 
necessary if the accounting and statis- 
tical reports reflected clearly and com 
pletely what occurs. For instance, we 
were shown the comparative billing and 
inventory control costs of two company 
divisions which were substantially com 
parable in nature of business, volume 
ana production costs. The cost of office 
overhead generally, and billing and in 
ventory control costs particularly, were 
in sharp contrast. It was suggested that 
we make studies at the respective loca- 
tions to determine the cause for the dif- 
Having completed a forms 
control set-up for the company, includ- 
ing the peculiar plants, little more was 
required to locate the causes for the 
differences. 

There should be a bottom-up and not 
a top-down approach in defining ac- 
counting and statistical requirements. 
One of the most effective and basic ap- 
proaches is through functional 
and analysis of forms because forms 
must reflect what goes on. The end re- 
sult facilitates a correlation between ac- 
counting requirements and the functions 
and operations which are to be reflected. 
This merges the accounting code and a 
large part of file controls. It takes file 
planning back to the source of records 
creation. For management, it is the 
difference between riding in a boat with 
bottom through which it ean 
see what goes on beneath no matter 
how remote, or having to peer over the 
side or eall the underling aboard, as is 
usually done, to explain what is going 
on. Since there is no common denom- 
inator for methods of explanation, full 
and true answers are rarely obtained. 
Rather the boss is sold a bill of goods, 
or he resists being sold and gets ulcers. 

The value of forms control and forms 
analysis to determine the function which 
accounting and statistics must record and 
report, ean be clarified by one illustra- 


terences. 


coding 


a glass 
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Neutracel: the newest reason why Hammermill Bond 


prints better, types better, looks better 


THE MAGIC OF NEUTRACEL 





Now hardwood’s finer fibers help 
Hammermill Bond fold more neatly 


New printing methods and new office equipment 
created the demand for specific paper qualities 
best obtained by blending different papermaking 
fibers. Now with the exclusive process that 
produces Neutracel® pulp, Hammermill has 
unlocked the special papermaking qualities that 
nature grows in northern hardwoods. 

The new Hammermill Bond folds more easily 
and neatly. Neutracel helps the blend of fibers 
knit more closely and evenly, giving clearer, more 
attractive formation. You get better printing and 
typing to make letters more impressive. 

It’s the newest reason why Hammermill Bond 
1) prints better; 2) types better; 3) looks better. 
Ask your printer to show you samples. 
Hammermill Paper Company, Erie 6, Penn- 
sylvania. 
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tion. During the last war, a diversified 
widespread American company turned 
largely to war production and greatly in- 
creased its facilities including a large 
number of warehouses in various parts of 
the U.S. Much of the work was classified, 
and the specialized products had to be 
correlated with other production. The 
result was that an extensive statistical 
and inventory control center developed 
primarily to supply the Government with 
its required information. This control 
operation was located at the approximate 
center of the country. Its routine was 
extensive and, after the war, the man- 
agement of this unit proposed that its 
work be mechanized. Translating the 
routines from manual to machine tech 
niques required a substantial amount ot 
analysis and programming. The plan 
was to send a staff of engineers to pre- 
pare the necessary studies and lay plans 
tor the machine installation. It was ap 
parent that the savings would be sub- 
stantial. Moreover, there was a time 
factor which was urgent, both for the 
‘company and the Government. 

Through other work done in forms 
control it was discovered that we could 
define the workload of this service office 
by an analysis of the input and output 
forms employed. Comparison of the 
principal ones with home office forms 
disclosed that only minor adjustments 
would be required to eliminate the serv 
ice unit altogether, save most of its total 








cost, and save a substantial part of fow 
days which were being lost each month. 
No engineering studies and flow charts 
were required! 

Thus we revert to our proposition that 
all commitments given or received for 
goods or services, and all subsequent 
actions taken with respect thereto, are 
reflected on forms and that the analysis 
and engineering of these forms provide 
the most aceurate and economical 
for planning all office operations in 


basis 


cluding, of course, the filing, reference 
and disposal ol 
and 
be achieved in meeting the file problem, 
than by considering filing and records 


Greater et- 
economies can 


records. 


fectiveness evreater 


management as a separate project—atter 
the event. 

Ot course, there are techniques of fil 
ing which are important, but they are 
incidental to the main which is 
the justification for and use of the ree 
ords. We can identify them here, but 
must leave any analysis for other oc 
(a) personnel; (b) coding for 
file purposes, and (c) file operations and 
equipment. Each of these is important, 
and we are doubtless on the verge of 
‘evolutionary developments with respect 
to file equipment. Into the 
latter must be integrated the impact of 
automation on lines of organization, the 
facilities of picture making, and tape 
and drum storage of information to sim- 
plity space and reference requirements 


thesis 


casions: 


coding 
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scnrTcn 
« Chea tore Tape 


SceTcn 
Cellophane lape 


Only “ScoTcH” Cellophane an 
Tape gives you the cane oe 


¢ gor” 


unique AIR CUSHION Gs 
CORE... Look for it! ? 


Oat tirteeemnnannneennnn sy 
Favave’@ 


This distinctive corrugated 

core on commercial rolls of 

“ScoTCcH” Brand tape is important 

to you. It keeps your tape in top condition for easy 
unwind, prevents bothersome “‘telescoping”’ 

and resultant waste of tape. 

The AIR CUSHION CORE is another exclusive 
quality feature of 


Reg. U. S. Pot. Off 


COTCH Cellophane Tape SiN 


| RESEARCH 


The term “Scorcn” is a registered trademark of Minnesota Mining and Manufacturing Company, St. Paul 6, Minn. Export Sales 
Office: 99 Park Ave., New York 16, N. Y. In Canada: P.O. Box 757, London, Ontario. 


For More Information Circle No. 309 
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You Can Dictate On Thie 
REX RECORDER Dice 


10,000 


Time. .. 


~ 
ss? oeeeeet™ 


ON THE. . 
ex=Recorder 


DICTATING/TRANSCRIBING MACHINE onc unr ron som operarions 


You can now have a true magnetic (no needle) dictating/transcribing machine 
with the miracle magic eraser—and SAVE APPROXIMATELY $70 PER MACHINE 
as compared to purchase price of other major dictating machines. The new REX 
RECORDER TN-3 is the finest machine of its kind ever made—WITH THOUSANDS 
OF SATISFIED CUSTOMERS, all over the world, “The NEW roll-tape-tear-off auto- 
matic indexing system, is the finest and most efficient system devised . . . and 
a REX RECORDER TN-3 exclusive. You get perfect and instantaneous place loca- 
tion and visibility. 
Only REX RECORDER TN-3 combines the mag- The MAGIC ERASER—permits re-use of the un- 
netic recording principle with dictating machine breakable REX RECORDER disc more than 10,000 
system efficiency for maximum hi-fidelity repro- times. MAGNETIC (no Needle) RECORDING 
duction No Stylus to wear, no scratchy dictation, 
Four years of use SINGLE MACHINE USERS Single word back spacing. Dictate and transcribe 
AND LARGE CORPORATIONS using as many as on one machine. Light and easy to carry. Speaker 
400 REX RECORDERS has proven that the REX playback in microphone. Automatic push-button 
RECORDER is one of the most repair free ma- operation, Excellent for conferences and close 
chines for dictating and transcribing, talk. 


EXCLUSIVE NATIONAL DISTRIBUTOR... 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 Madison Avenue e New York 16 New York e MUrray Hill 4-3554 
ESTABLISHED 1923 


For More Information Circle No. 179 
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The Accountant 
And His Work 
In Ancient Times 


ROY HOPKINS 


One time Assistant Editor of the London (England) Economist. 


HROUGH the tumults of centuries, 

fooling the toilers with number 

magic, from prophecies ot floods, to 
recording kings’ treasuries and invent- 
ing currencies, through trial and error, 
he now becomes the strongest pillar in 
_our social fabrice—the accountant. 
With the brilliance of the most fam- 
conductor of a mighty orchestra, 
the modern accountant with his amazing 
supporting batteries of electronic eal- 
culators bids fair to be numbered 
amongst the world’s prominent 
men. Strange to relate, it is only of re- 
cent years that his eraft has received a 
much needed measure of praise. Ro- 
mantie writers in the past have sought 
to belittle his character. Dickens refers 
to the “melancholy ghosts of departed 
bookkeepers who had fallen dead at the 
desk.” 

Many of the unkind thrusts made at 
bookkeepers by writers were perhaps on 
the truthful side, although undeserved 
in not a few cases. The bookkeeper was 


Ous 


most 
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inventory of the kings’ treasuries in 
Egypt, about 4000 B.C. 


Taking 
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Perhaps the earliest record of balanced accounts, this is from the account book of members of 


the Company of Frescobaldi, 


only too often, in centuries by, a 
man who had failed in other walks of 
life. Frequently it was a job given to a 
poor relative, or the result of a friendly 
gesture and understanding. Academies 
ior training bookkeepers were tew and 
far between and generally the atmos 
phere of a counting house was one o! 
These shadows might have been 
some strange legacy from the cloisters, 
for clerks or priests all through the cen- 
turies practiced the mystie art of figur- 
ing and, as commerce became an impor- 
tant part of daily life, it is from these 
learned clercs that the bookkeeper and 
then the accountant evolved. 

When the progressive head of a mod- 
ern accounting department surveys his 
batteries of calculating machines, it is 
not altogether unpardonable if he revels 
with pride in the busy atmosphere as he 
strides down between the rows of faith- 
ful and accurate recorders guided by 
fair and happy operators. Please don’t 
detract from these magical achievements 
by pointing out that the slip or voucher 
system, perhaps even punched cards, 
are after all, only a reversion to the 
excellent method practiced in Babylon 


gone 


eloom. 
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merchants of Florence. 
company’s branch expenditures in Rome for the year |311. 


It records (in Italian) details of the 
Accounts which balance are cancelled. 


in 2600 B.C. In that very up-to-dat 
city of the past, the punched ecard sys 
tem was probably known as the portable 
slab or tablet record of commercial (or 
state) allairs,. 

In ancient 
the offiee of 
very 


(about 4000 B.C.) Egypt 
Lord High Treasurer was a 
responsible one. To give him the 
correct title appertaining to his lordly 
office, we should address him as Lord 
High Treasurer of the Royal Treasury 
and House of Silver, the latter part of 
the title being a reminder of the days 
when silver was preferred to gold. Cur 
rency was unknown in those times, at 
least as we understand the term today. 
Gold, silver, copper and other metals 
existed as lumps or odd size ingots, 
ornaments, or implements of industrial 
or social use. These, no doubt, were set 
down in specially classified lists as suit 
able articles of barter, together with 
several headings of agricultural produce 
and, indeed, all those ‘things of life 
which men and women desire or need 
from day to day. 

The royal treasury must have been a 
wonderful Payments of 
dues and taxes were made to the royal 


store house. 
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finger 


replaces 16 hands 


CUMMINGTON “PAPERMATIC CONTROL” CUTS 


MAIL INSERTING AND COLLATING COSTS 





THE NEW CUMMINGTON INSERTING AND 
SEALING MACHINE Handles widest range of 
envelopes at rate of 3,500 per hour. Available 
in one, two, three, four and six station mod- 
els. Priced to pay for itself in less than a year. 


SEE BOOTH NO. 1031J 
National Business Show 
October 15-19, 1956 
New York Coliseum 
New York City, N. Y. 


THE CUMMINGTON 8 STATION COLLATOR 
— Handles wide range of paper weights and 
sizes. Gathers over 10,000 sheets per hour. 
Costs less to buy ... less to operate. 


For further information write: 


ett tl ichigo), mee) ite) y- wile). 
620 COMMONWEALTH AVENUE 
BOSTON 15, MASSACHUSETTS 


For More Information Circle No. 413 
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house for the most part in corn, but 
often in other kind and it was in some 
queer mixed parcels that the king’s serv 
ants were paid for their labors. 

Cattle, cereals, oils, metals, food and 
raiment “all that the heavens give; all 
that the earth produces, all that the sun 
yields,” went to make up the background 
of a vague coinage in which Pharaoh’s 
subjects paid their tribute, a coinage, 
on which all the faith- 
the dynasty received 


be it remembered, 
ful retainers ot 
their Commissions. 
It would be instructive to know thi 
lines upon which the Lord High Treas- 
urer organized his exchange problems. 
He probably found some common unit 
of exchange. His must have 
eaused him grave trom time to 
time. It is very unlikely in a lean year 
that he would turn away any contribu 
tion to the roval coffers, however much 
of a white elephant it was. Taxes would 


accounts 


eoncern 


be difficult to collect and the royal mas- 
ter, no fool, would say, take anything 
we can get. 

In striking contrast, Rome had very 
precise ideas on the importance of cor- 
rect account keeping. The great Roman 
orator, Cicero, was quite definite on the 
subject of recording accounts meticu- 
lously when he declared that the custom 
a ledger was very desirable 
beeause it was not wise for men to place 
trust in memoranda, Read the 
following pleading from the 
rorensie oratory : 


ol keeping 


fleeting 
eloquent 
great master ol 
“He 
sum entered in his ledge 
that it appear in his 
Are you then so tond of vourself, have 


this 
but he asserts 


contesses that he has not 


does memoranda. 
vou such a great Opinion ol vourselt, as 
from us on. the 
strength, not ot your ledger, but of your 
memoranda? ‘To read account 
producing witnesses is 


to ask tor money 
one’s 


books instead ol 





Summa patet. 


Item bought of Richard Laykyn mercer xiiij yerdes j quart di 


pxrpull veluete for a trappoxr price of euery yerde xiij$ iiijd ix ti xj8 viij¢ 
Item xxvj yerdes di blue veluete for a trappoxr price the yerde xjs 


xiiij ti xjS vid 


Item xiiij yerdes di blue Sarsinet for trumpet baners ad v3 viijd the 


yerde 


iiij ti is ijet 


Summa xxviij ti vs ij 


Item Bought of Anevee Rawson vj yerdes a naylle of white clothe of 


golde vpon Satyn grounde price the yerde xls 


xij ti ij8 vj 


Item iii) yerdes di clothe of golde vpon satyn grounde price the 


yerd xlvjs viijd 


x ti xs 


Item iiij yerdes di di quarter white clothe of golde tisshue for the 


henxmen price of euery yerde xxx$ 


vj ti xviijS ixd 


Item iij yerdes j quarter a naille white clothe of golde vpon Satyn 
grounde for the yarnysshyng of the trappowrs price the yerde xl 


vjti xijs vjd 





Items reprinted from an account book of 1470 which used Roman numerals. 
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“Executive Suite” 
Correspondence 
demands 


Webster Silk Star 
Ribbons 


For letters that matter — that speak 
for and sell the high caliber of your 
company only Webster’s Silk Star 
will do and here’s 3 big reasons why: 
* Silk Star makes crystal clear, clean 
cut impressions. 
* Silk Star is consistently strong. 
* Silk Star is extra-long for extra service. 


*WRITE FOR FREE SAMPLE on your letterhead. Indicate make of type- 


writer and type face (pica or elite). 


Available in all standard colors and combinations. 


Make it clear... make it Webster’s 


AT LEADING STATIONERS EVERYWHERE 


F. S. Webster Co., 8 Amherst St., Cambridge 42, Mass. 
For More Information Circle No. 420 
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The accountant at work in the middle ages. An 
illustration from Cicero's “Officia,”’ 1531. 


a piece of arrogance; but is it not mad 
ness to produce mere notes or writings 
on seraps ot paper ?”” 

From this it will be 
accounts and account 
place in the ancient civilizations. Re 
markable however, had 
made by the middle ages. Double entry 
bookkeeping was practiced in the 13th 
century and later, in 1494, Luca Pa 
cioli, a friend of the great painter and 
inventor Leonardo da Vinci, wrote an 
inspiring book on the subject. 

Perhaps the greatest challenge to the 
number world was the changeover from 
Roman to Hindu symbols. Most mer 
chants kept accounts in Roman numerals 
till about 1550, and in monasteries and 
colleges the Roman symbols were used 
until 1660. In Seotland, the St. 
Andrews Chapters were using Hindu 
numerals in 1490. 

A brief insight into account keeping 
in the 14th century in Britain is revealed 
u records by monks who were heads of 
departments of Abingdon Abbey in 
1383-84. Receipts followed expenses. If 
receipts exceeded outgoings, the total 
was carried forward as the first entry 
of accounts tor the following year. 
These were called “arrears.” If there 


observed that 
had thei 


books 


progress, been 


about 


balance (7?) it 


“surplus.” Rather confusing to the mod 
ern mind. But then the terms “balance”, 
“arrears” and “surplus” had not prob 
ably receivéd a defined accountancy 
meanime, 

An interesting 
the group 


was a was recorded as 


matter is the usage o 
number, or these 
accounts. The custom was for the clerk 
to write, say, 80 by the symbols iv/xx, 
in other words, four twenties. 

The tally stick, or score, should not be 
faithful 
assistants to their 
staffs from the Simple 
notched sticks have always assisted, not 


score, mm 


the most 
and 
times, 


overlooked as one ol 
accountants 


earliest 


only as aids to memory but in recording 
debits and credits. Every eflicient count 
ing house and state treasury used them. 

The Reformation in Europe gave a 
impetus to and nations 
set about putting their books in order. 
The treasuries of Europe were alert to 
the importance of new ideas, and it was 
chiefly owing to the influence of Stev 
enus, a master of finance, that the 
Dutch and French revised meth 
ods of bookkeeping in national accounts. 
Stevenus lived from 1548 to 1620. Sev 
eral new ideas helped to bring about 
these reforms. The wider use of the 
decimal ruled columns for cur 
rencies, and the zero sign made useful 
contributions. 

There is no doubt that the ruled col 
umns were suggested by the divisions 
on the abacus and lines on the counting 
board. History is rather vague as to 
the use of a counting board with per 
pendicular lines, but there are grounds 
for belief that this type of board was 
to be found at least in some of the more 
important treasuries. 

So, from the priest on the 
Nile with his incursions into astrology, 
faithful recorder for kings and tyrants, 
wielding dexterously his reed on damp 
clay in Babylon, devising strange sym 
bols on papyrus and vellum; from the 
pangs of slavery, the conscientious 
modern accountant triumphantly organ 
izes the number world for the benefit ot 
man. 
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BLUE RIBBON 
CHAMPIONS 


Pa RA IAN Dy 


MIMEOGRAPH 
PAPER 


® CONSISTENT QUALITY 
®e PEDIGREED STOCK 


| ol 
Years of research and testing have produced a a 
blue-ribbon champion in TRIAD Mimeograph Paper. pe COLORS” 
ts. Always bright... clean . . clear, it costs no more, : 
executes perfectly duplicating of any kind. 
ut 
rhe TEST : eM 


ar 
ful 


RUSSET 
LILAC 

NILE GREEN 
SALMON 
GRAY 
CHERRY 
CANARY 
BLUE 


TRIAD with difficult assignments. It is made-to- 
order for fussy, demanding jobs in which each 
0 letter must be sharp and clear. 


DNS 


8 COMPARE ... 


to actual results on the NEW TRIAD against work on 
eT 


nds other paper. Notice the superior brightness. TRIAD 
was has correct bulk which eliminates double-feeding, 
— saves paper and time ordinarily wasted in pulling 
the out unprinted sheets. *(Available in TRIAD 


Watermarked Mimeo 
ee 20 Ib. paper only 
= FREE SAMPLES 

its, 


ump Send for your generous, free sample and color: 
i swatch book now! 

the 

ious Packaged in heavyweight, moisture-proof wrappers, 


re 
ran 


+ of TRIAD MIMEO @ SPIRIT DUPLICATOR © OFFSET DUPLICATOR PAPERS 





olivetti 


The Olivetti Lexikon Electric Typewriter produces clean, crisp, uniform 
typescript with virtually no effort on the typist’s part; the result is less operator- 
fatigue and greater efficiency than with non-electric machines. Carbons are 
more legible, and extra carbons require no extra typing effort. The Lexikon 
Electric prints, spaces, back-spaces, line-spaces, returns carriage, shifts be- 
tween upper and lower cases and repeats dots, dashes, x’s and underlines 
electrically. An exclusive On-Off Switch shuts the motor off when the machine 
is idle for 60 seconds. For information, see your Olivetti dealer, or write to 
Olivetti Corporation of America, Dept. H1, 580 Fifth Avenue, New York, N.Y. 


For More Information Circle No. 224 
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ERVICE is the byword of every 

radio and television station today. 

Our clients expect us to be “up to 
snuff” in every respect—and, of course, 
that includes consideration of the kind 
of invoices and statements we send out, 
their accuracy and the promptness with 
which they are mailed. If we fall down 
on this job, it makes the whole organi- 
zation look bad. 

With this thought in mind, we set out 
to design a system for handling clients’ 
accounts that would make it possible 
for us to mail statements immediately 
after the close of the month. We also 
wanted to be sure of 100% accuracy. 
The answer was found in applying an 
accounting machine to this operation. 
Not only did we achieve our primary 
goals of promptness and accuracy, but 
we saved a very substantial amount of 
money in the Instead of re- 
quiring the time of three girls to do the 
billing and accounts receivable work, 
which was the case under our previous 
pen-and-ink system, the whole job is 
done now by one girl for an annual net 
saving of more than $4,200. 

We handle at Cineinnati the bookkeep- 
ing work for a radio station and a tele- 
vision station in this city, plus our tele- 
vision stations in Dayton and Columbus. 
Our volume of work is larger than that 
of many other companies, but this does 
not mean that our billing system does 
not apply to smaller organizations, for 
this reason: the accounting machine we 
use for billing and aecounts receivable 
(a National 31) could also be used for 
accounts payable, payroll, general 
ledger and other bookkeeping work. 
That is, a smaller company could use 
an identical system, and any idle ma- 
chine time could be profitably used for 
other requirements. 


pre CeSS. 


The station log is priced out by re 


ferring to individual contracts and is 
then used as a posting medium for the 
billing-accounts receivable job. As 
shown in the illustration, a two-part in- 
voice, statement and ledger ecard, and 
the daily sales journal, are all printed 
simultaneously. The first thing the op- 
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A Machine 
Billing System 
For Radio and 

TV Stations 


K. T. MURPHY 


Vice President and Treasurer, 
Crosley Broadcasting Corp., 
Cincinnati 


erator does is to pick up the old bal- 
ances, at the right side of the journal. 
If she has picked them up correctly, 
the machine prints “.00” and returns to 
position for posting; if not, the error 
prints and is found and corrected im- 
mediately. 

Then, reading directly from the sta- 
tion log, the operator enters broadcast 
time and gross amount, and distributes 
the net amount to the proper column on 
the invoice. The machine automatically 
computes and prints the month-to-date 
figure, the net balance due, and a new 
proof figure for balance pick-ups. 

As postings are made to the individ- 
ual accounts, journal columns for gross 
amount, and the various breakdowns of 
net amount, accumulate automatically. 
These totals must tie-in exactly with 
the totals on the station log. 

This gives us the kind of proof that 
we wanted. Under our hand posting 
method, the invoicing, posting to ae 
eounts receivable ledgers, and month- 
end preparation of statements were all 
separate operations. This involved dup 
lication and reduplication of the same 
figures, and also meant that each rec- 
ord had to be proved separately. With 
the machine method, proving one ree- 
ord proves them all, since they are all 
created at one writing. Thus, our daily 
proof of the journal is, in effect, also 
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Crosley Broadcasting Corp. has combined affidavit, statement and ledger in an NCR (No 


Carbon Required) form. 


The journal is prepared simultaneously and includes columnar sales 


breakdown. 


an absolute prool of ilvolces, State 
ments and ledger cards. 

Our system keeps all records up to 
date and continuously in proof. We 
mail our statements immediately at the 
close of the month. Since the balance on 
always correct, we 


each statement is 
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could actually mail statements at any 
time, without the slightest difficulty. 
Accounts are filed by station in a 
ledger tray. Within each station break 
down, they are filed by advertising 
agency and then, within each agency, 


by sponsor. That is, an invoice is al 
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THE CONSOLIDATED PEARL OFFSET PRESS 





8000 
sheets 
per hour 


* 


19°°x 25” 
SHEET SIZE 


0) 


You don't send a boy % to do a man's AM job -- 


Why use an office duplicator to try to do a high quality printing job? 





Your customer can tell the difference 
--- and you KNOW the difference. 


Of Swiss design and precision, easier to operate 
than duplicating equipment because each setting is 
accurately micrometer controlled and preset before 


The Consolidated Pearl Swiss built offset press, re- the press starts printing. Multilith, Davidson and 


cognized the world over as the most outstanding 
press in the smaller press field! It will take a sheet 
19” x 25” and actually print at over 8,000 sheets 
per hour, with a printing quality of the highest at- 
tainable by any press and by any method of print- 
ing. 


office equipment operators find it easier to learn 
how to print a finer quality offset printing on the 
Pearl press. Let us demonstrate and show you how 
you can produce the finest quality printing and pay 
for the Consolidated Pearl press in extra production 


in less than a year. 


For More Information Circle No. 385 
EQUIPMENT AND . 
SUPPLY COMPANY 


1112 N. HOMAN AVE. @ CHICAGO 51, ILLINOIS @ Phone BRunswick 8-4000 


330 W. 26th ST. NEW YORK 1, N.Y. 
PHONE ALGONQUIN 5 - 4950 


1430_ VENICE BLVD. LOS ANGELES 6, CAL. 
PHONE RICHMOND 8-3806 


1190 BENNINGTON ST. EAST BOSTON 28, MASS. 
PHONE EAST BOSTON 7 - 2921 


@ 24 MARKET ST. SAN FRANCISCO 11. CAL. PHONE EXBROOK 7-1521 @ 





“HOW'S YOUR BUSINESS 0. 


How can your office get 
@peak period and rush 

work done without add- 

ing permanent staff? 


Call your local 
eManpower, Inc. office 


jor TEMPORARY HELP: 
2 °e TYPISTS 
e STENOS 
e OFFICE WORKERS 
Use our bonded, insured 
employees as long as you 
need them... 4 hrs., a 


day, a week or longer at 
low hourly rates. 


over 90 offices from coast to coast 


feat-Val lo) 4- omits 


home office: 820 N. Plankinton Ave. 


Ps 2 PO og 


See Us at the N. Y. NATIONAL BUSINESS SHOW — October 15-19 — Booth 105E 


MANPOWER INC. OFFICES ARE LOCATED IN: 


Akron 
Albuquerque 
Allentown 
Atlanta 
Baltimore 
Boston 
Bronx 
Brooklyn 
Buffalo 
Chicago 
Cincinnati 
Cleveland 
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Columbus 
Dallas 
Dayton 
Denver 

Des Moines 
Detroit 
Evanston 
Fresno 
Grand Rapids 
Hammond 
Hartford 
Houston 


Indianapolis 
Jacksonville 
Jersey City 
Kenosha 

Los Angeles 
Manchester 
Milwaukee 
Minneapolis 
Nework 
New Haven 
New Orleans 
New York 


Niagora Falls 
Oakland 
Omaha 
Paterson 
Philadelphia 
Phoenix 
Pittsburgh 
Portland 
Providence 
Racine 
Richmond 
Rochester 


St. Louis 

St. Pau! 

Salt Lake City 
San Diego 
San Francisco 
San Jose 
Seattle 
Sherman Oaks 
South Bend 
Springfield 
Syracuse 
Tacoma 
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ways tor one station, one agency and 
one which avoids all 
sion in billing and is 
clients as well. 

The two-part invoice, statement and 
ledger card are attached together at the 
bottom, so that there is no need to col- 
late them each time a machine posting 
is made. A perforation makes it easy 
to separate them at month-end. We 
make the invoice in two parts so that 
the agency has one for client billing. 

At first we used a carbon-interleaved 
form of this kind; but continual re- 
moval and replacement in the ledger 
tray each time a posting was made 
caused the copies to blur and smear. 
‘Sometimes the carbon would curl up 
between the sheets, leaving a_ blank 
where postings would fail to 
print through. Our new forms are on 
NCR Paper which makes multiple 
copies without the need for carbon. It 
has worked very well, giving a clean, 
neat impression without messiness. The 
possibility of lost printing has been 
eliminated and, of there is no 
need to separate paper from 
the forms at month-end. 

A question might ariseyas to why we 
run a continuous invoice, rather than 
prepare several throughout the month. 
Actually, a continuous invoice is much 
more acceptable both to the agencies 
and their clients; and our own opera 
tion is made easier and more efficient 
by using this form. We could, however, 
have separate invoices, simply by leav- 
ing them detached from statement and 
ledger card. This would involve no 
change in the system. 

Cash receipts are also posted by ma- 
chine, the balance due column on state- 
ment and ledger card being automatic- 
ally reduced. Cash receipts are also 
journalized and totaled as a by-product 
of posting to the individual records. 

I think the best way to summarize 
the advantages of our mechanized bill- 
ing system is by making a quick com- 
parison with hand methods. Under our 
previous handwritten system, all in- 
voices were typed separately, then en- 


contu 
preterred by 


sponsor 


space 


course, 


carbon 
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Mr. Murphy can get up-to-the-minute figures 
at any time without disturbing the machine 
operator. 


accounts receivable 
ledger. At the end of the month, all 
individual ledger pages had to be 
footed, balanced, a trial balance taken, 
and errors found. Then all the state- 
ments had to be prepared on a type- 
writer. We really had a peakload to 
worry about. 

With our 


tered in a bound 


new work is 


system, the 
balanced daily and all records are made 
up at once. At month-end, a trial bal- 


ance is taken and statements mailed. 
(The trial balance is easily proved, be- 
cause we are in proof on an everyday 
If there is an error, it is in the 
trial balance listing itself and is found 
almost at once.) Balances are trans- 
ferred to new ledger cards by machine, 
the year-to-date figure being printed 
automatically. 

Previously, clients received typewrit 
ten statements with a collection of in- 
attached. Now, they receive a 
machine-prepared statement and a con- 
tinuous invoice showing every item. 
Previously, three girls were needed to 
handle this job. Now, one girl takes 
care of everything very easily with one 
machine. 


basis. 


voices 
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Caetectigr 
Fire Prevention for Offices 


HIS YEAR, once again, National 

Fire Prevention Week spotlights the 

ever-increasing cost of fires in the 
United States. last year were 
$885,218,000—a more than $14 
million over the year before—and the 
figures for this year will almost cer 
tainly be still higher. 

The primary aim of Prevention Week 
is, of course, to help reduce the care- 
lessness that les at the root of most 
fires. But prevention is only the first 
line of defense against this mounting 
national cost. The all-important second 
line is physical protection. For the busi- 
ness executive, no protection is more 
important than that of his office ree- 
ords—the vital and vulnerable pieces 
of paper with which his business is con- 
ducted. 

Major business fires often make head- 
lines, but the newspapers seldom bother 
to cover the aftermath of the story. As 


Losses 


rise ol 


When it was pried open, every record inside 

their Remington Rand Safe Cabinet was 

found clean and white by the Dearth Insurance 
Agency, Woodsville, N. H. 


a result, few businessmen ever learn 
unless they learn from painful first 
hand experience—that nearly half of 
all the companies whose records are de 
stroyed by fire never open their coors 
for business again. 

It’s not 
Think of 
minute, in terms of 
what couldn’t be replaced. The chances 
are you'll discover that, in the final 
analysis, your business is worth no more_ 
than the paper it’s written on. 


understand why. 
company for a 
what could and 


hard to 


your own 


Your physical inventory is undoubt- 
edly insured against fire. But what of 
your inventory records, whose floures 


will be essential in establishing proot! 


of loss in ease the 
stroyed? What of your accounts re 
ceivable records? These are nothing 
more or less than inventory out of hand, 
since each piece of paper in the ac 
counts receivable file represents a 
quantity of merchandise that has been 
removed from stock without receipt ot 
payment. A listing of what constitutes a 
“vital” record could go on until it in 
cludes virtually every paper in your 
office. 

What guard these 
papers from fire? A fireproof building 
is no answer, since it won’t prevent its 


inventory is de- 


can be done to 


contents from burning. Nor do conven- 
tional steel files offer any protection. 
When exposed to flames they become 
ovens that bake and char their contents 
to ashes. The practice of removing rec- 
ords to fire-resistant vaults overnight 
two disadvantages that virtually 
defeat its purpose: it takes valuable em- 
ployee time and effort to do this chore 
at the end of the day, and it provides 
considerably less than half-time protee 
tion, since most fires break out during 
hours. It thus adds an extra 
job to the day’s work without materi 
ally reducing the risk of loss. 


has 


business 


Insuring your records is an excellent 
idea, but only a partially effective one, 


For More information Circle No. 176> 

















FULLY 
AUTOMATIC 
MULTIPLICATION 


Multarapid visibly 
double checks your 


MULTIPLY : , figuring does the 
JUST : —_—— ‘ work of acalculator 
TURN —_ =pen sells for the 


price of an adding 


THE DIAL! machine. 


Capacity 11x11. 


Vr. Dealer: Here's the high ca = 


adding machine with full ea? multiplica- SEE THE EVEREST 
tion you have been ask — Be. or. Its exclusive 


features make Everest 


sell. oo OFFICE MACHINES DEMONSTRATED 
Write for complete information to-day — 
some dealer franchises still available. IN BOOTH I13E 
AT THE NATIONAL BUSINESS SHOW 
ALMA OFFICE MACHINE CORP. NEW YORK COLISEUM 


34 East 30th Street + N York 16, N.Y. 
te Pas OCTOBER I5 to 19 
For More Information Circle No. 256 
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...and as an alert office manager you realize that employces 
and visitors alike appreciate the hospitable touch of soft cotton towels 
in your washrooms. But did you know how really inexpensive it is 
to provide this comfort through Linen Suppty Service? It would 
pay you to check. Call your Locat Linen Suppuier (under “Linen 


Supply” or “Towel Service” in the classified phone book). Or write 


us for free descriptive booklet. 


UNIFORM CO. 


1427 OLIVE STREET «+ ST. LOUIS 3, MISSOURI 


For More Information Circle No. 432 
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and it is often costly when written to 
cover papers housed in ordinary eabi- 
nets. 

Insulated record keeping equipment, 
certified to protect its contents from 
burning, is the only logical answer to 
the problem. For the relatively low cost 
of insulated filing cabinets, safes and 
ledger trays, any businessman can buy 
permanent record protection where it 
is needed most—at the point of ase. It 
he then wants to take the added precau- 
tion of insurance, he will find the rates 
sharply reduced. 

The Michigan Farm Bureau Service, 
Inc., Lansing, suffered a recent fire in 
which total were estimated at 
$750,000, including $15,000 in office 
equipment alone. But the firm was able 


losses 


a 


to resume business after only a one- 
day layoff, because its inventory ree- 
ords, which established proof of loss 
and brought quick settlement of insur 
ance claims, were salvaged from the 
ruined building completely legible and 
uncharred in insulated ecard files. 
Another fire gutted a  Woodsville, 
N. H., office building not long ago in 
which all papers in conventional filing 
cabinets were reduced to ashes. But the 
accounts receivable, expiration records 
and (Dearth In- 
surance Agency), were recovered from 
a safe cabinet in perfect condition. This 
equipment certified to protect its 
contents for two hours, but it actually 
withstood the 


dailies of one tenant 


was 


flames for three hours 





Every inventory record which the Michigan Farm Bureau Service, Inc., of Lansing, housed 
in Remington Rand Safe-Kardex Cabinets was readable and uncharred after a $750,000 fire. 
With complete proof of loss, the company obtained fast insurance settlement. 
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After falling from the second floor to the basement at Abelson's jewelry firm in Newark, N. J., 
this Remington Rand One-Hour Safe-Ledger Tray remained two weeks under the collapsed 
building. The accounts receivable records were all found intact. 


and sustained a fall of several stories 
when the floor beneath it collapsed. Be 
cause of its management’s foresight in 
guarding its papers, this firm resumed 
in another location almost immediately. 

The large jewelry firm of Abelson’s 
in Newark, N. J., lost its main building 
to fire last year. Shortly afterwards the 
company’s credit manager wrote this: 
“Our accounts receivable for nine out 
lying branches were housed In SIX one 
hour safe-ledger trays. These trays 
dropped from the second floor to the 
basement when the building collapsed 
and could not be removed from the de 
bris for two weeks. When we finally 
reached these records, they were re- 
moved intact without the loss of a single 
entry. Other valuable records housed in 


110 


seven safe-files on the second floor also 
through the fire undamaged, in 
fact that the fire raged for 


came 
spite ol the 
six hours.” 
These are only a few of the 
office fires in which reeord protection 
has proved the decisive factor in cutting 
losses and putting the businesses back 
on their feet. There are many sadder 
stories—cases in which the lack of ade 
quate record protection has spelled the 
difference between possible recovery and 
final bankruptey. Both ways, the wis 
dom of providing certified fire protee 
tion records has been proved 
time and again. Stock can be replen- 
ished, buildings rebuilt and equipment 
restored, but the records ean 
mean the loss of the business itself. 


recent 


for office 


loss ot 
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Other ways of copying will then seem antiquated. It’s so quick and 
easy to do-it-yourself with your “Copy-Craft” photocopier you'll won- 
der why you ever wasted time and effort with hand copying methods. 
And “Copy-Craft” photocopies needn’t be checked for accuracy — 
they're exact! Imagine, right in your own office, at a flick of the dial, 
your “Copy-Craft” produces legally accepted, permanent copies for a 
few pennies apiece. Can you afford not to employ this modern work- 
saver in your business? 





SIZE & PRICE: Model 6440 combination printer and developer in gray-gréen 
plastic. Copies 9” wide by any length. Price $339.00. 
LIGHTING: Works under your normal office lights. 


SUPPLIES. Designed for use with top quality transfer papers such as Copy- 
rapid, Gevacopy or Copy-Craft brands which are available through 
your Copy-Craft dealer or branch office. 

TYPE OF COPIES: Copies can be made on any of the following types of paper: 
¢ Single sided (white or colored) eDouble sided *Air Mail «Card stock 
e Transparent or Film (excellent for diazo masters or for 
burning in offset plates). 











Available through the branch offices and franchised dealers of 


COPY-CRAFT inc. 105 chamsers STREET, NEW YORK 7, N. Y. + BArclay 7-4150 


CARBON PAPER AND RIBBONS * DUPLICATING, PHOTOCOPYING AND SYSTEMS MACHINES AND SUPPLIES 
For More Information Circle No. 195 
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when it must 


make an 


impression 


it should 


be on 
a | Atlantic Bond! 


l \ 


If the job calls for quality, it’s good business to “run” with 
ATLANTIC BOND! Here’s why: 

ATLANTIC BOND is the genuinely watermarked, #1 Sulphite 
Bond...first in its field in sales... first in performance! Better formed, 
better looking impressions “take” better 

on ATLANTIC BOND...look sharper, clearer 

All this is possible because 

ATLANTIC BOND is made first for 

“runability” — which means smoother 

running always. And ATLANTIC BOND 

features moisture controlled dimensional 

stability and micromatically 

accurate trimming. 

Next time — and every time you 

have an “important” job, run 


iton ATLANTIC BOND! 


EASTERN 


ATLANTIC BOND 
ATLANTIC DUPLICATOR 


Atlantic Papers Kk 


Products of Eastern Corporation + Mills in Bangor and Lincoin, Maine 
For More Information Circle No. 265 
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Simple Forms You Can Make 
On Your Office Duplicator 


JOHN HOCKMAN 
Steinberg’s Limited, Montreal, Canada 


O-IT-YOURSELF manuals gener- on your own office duplicator. The re- 
ally advise calling in an expert for sults may not measure up to printer’s 
complicated jobs. In case of a mis- quality, but as forms for use inside th 
understanding at the start, we hasten to offiee, for example, they can be quite 
say that this goes for forms printing, adequate. There are advantages, too 
too. : that may justify some sacrifice of qual 
But there are degrees of complica- ity and, with care, the sacrifice can 
tion. Some forms that appear quite often be very small. 
complicated at first sight can be made Such forms are mainly the ones that 





SPECIMEN FORMS CORPORATION, INC. 





QUESTIONNAIRE 


Do you make any forms on your office duplicator? 





State the approximate quantity per year 


Are you prevented from making more by need for various sizes of type? 


If so, estimate number of forms — 


What duplicating processes are available? _ 


Is photographic or facsimile service available in the neighbourhood for 


making duplicating masters? If so, on what basis? 








6. Is anyone available to take time to draw forms? 








_ en 


Fig. I, Sample of a simple typewritten form requiring no special skills for design or 
reproduction. 
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have to be bought in fairly small quan 
tities (up to two or three thousand) 

the that involve printers in high 
set-up costs. Doing these in the office 
can save 20% to half or even more of 
the cost, provide Rush work if neces 
sary (without Rush prices), and give 
extra flexibility. There is no need to 
buy for stock to get quantity prices, 
and this space, reduces 
cence and inventory investment, sim- 
plifies reprinting, and so on. What is 
less known is that it is not necessary to 
limit these advantages to the usual sort 
(Fig. 


ones 


saves ( bsoles- 


“homemade” 


of very simpl 
1). 

It is possible to go much further than 
this with very little special equipment. 


form 


Obviously some kind of a duplicator is 
essential. Since at least one carbon copy 
has to be made of nearly every form 
that is used, it should be a duplicator 
that can produce copies that register: 
with the printing in the same pesition 
on each page. It need not be absolutely 
exact, but unless it is 
tenth of an inch, the 
IS apt to run 


accurate To a 
writing on the 
copies across the printed 
matter. 

Apart from the duplicator, provided 
there is somebody who can rule straight 
lines tidily and take one or two hours to 
draw a form when it is needed, little 

any Compa A 
emveuent 


TTERHEA 


THIS SAMPLE BILL SHOW HOW & 14CHARACTERS=10-THE= 


NOM TYPEWRITER CAN 8€ USEO EVEN FOR BEGULAR CORRESPONDENCE. 
THE CAPITALS SCAN BE USED 


THE LETTERS ARE SHALL, BUT F pRe- 


FERRED. WITH BILLING FIGURES, THE WACHING CAN a¢ 


° £0 FOR 


ORDER—@RITING ETC., EVEN BETH BOWE CARBON COPIES: 123456789, 


Yours verev TRuLy 
eee 


Fig. 2. Letters typed 14 characters to the 
inch are legible but these typewriters are 
better suited for forms. 


equipment is required. Tidiness and pa 
tience are the main requirements. The 
following will help. The uses (if not ob 
vious) will be clear as we g@o on: 
Reproducing pencil, pen, and stylus. 
Transparent ruler. 

Ruler marked with tenths of an inch. 
Ruler marked with twelfths of an 
Transparent 30°-60°-90 


straight-edge 


inch. 
triangle. 
Glass tracing scope. 

Plus, of 
hesive tape, ete. 


course, pencils, erasers, ad- 
Kor clean and aecu 
razor blade is often used 
letter 


retype; for example, E 


rate erasing a 


to change a which might 


he difficult to 
to I’, oritol. 

Any but the 
some variety ol 
rerent 


wrong 


forms needs 
for the dif 


Printers, of 


simple st 
type sizes 
headings. course, 


have or obtain the use of a wid 
variety of different sizes and styles ot 
type. But if you look at the majority 
of forms, you will notice that the 
bulk of the printing on any one form is 


SIZeS ° 


can 


great 


for the principal 
headings and smaller for the remainder 
of the printing. Usually a third much 
larger title on the 
form, very 


in two lara 


size is used tor a 
and possibly tor one or tw 
Important headings, 

there 
tvpe available: 
typewriters (ten 
ters to the inch, capitals and lower case 
letters) and two on Elite machines (12 
to the inch). Many forms need smaller 
type than either of these for heading up 
narrow columns. Typewriter manufac 
turers make machines. with special 
small type. Sixteen characters to the 
inch is often available from stock, but it 
is a little small for anything but forms 
or statistical work. Fourteen 
ters to the inch makes a good compro- 
mise. It sound much different 
from the regular 12, but it makes quite 
a difference forms, and 
vet it is clear enough to help with ecor- 
respondence, order-writing, ete., at peak 
periods. (Fig. 2). 


In almost olhice 
four “sizes” of 


Pica 
: 


every are at 


least 


two on charae- 


charac- 
does not 


composing 
A neat style of type for forms is one 
with large and small capitals, instead 
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$195.00 . 
Plus FET. j - FLUID 
“ : CONTROL 
DIAL* 


PUT A PLUS IN YOUR 
DUPLICATOR SET-UP WITH 





HERE'S WHAT TO LOOK FOR! 


FLUID CONTROL ACCURATE REGISTRATION 
PRESSURE DIAL PLEXIGLAS MASTER GUIDE 


RESET COUNTER FULLY GEARED MECHANISM 
The amazing new spirit duplicator that combines the 


long life economy of fine craftsmanship with all the top 
features that make for easier handling. For instance, 
ADJUSTABLE PRESSURE ON AUTOMATIC FEED “THE FLUID CONTROL DIAL helps you get more copies 
FOR VARIOUS WEIGHTS OF PAPER AND CARDS makes it easier to run both sides of the sheet... uses less 
fluid and eliminates paper curl. Call your office machine 
dealer for an immediate demonstration — five hand and 
electric models to choose from, 9”x 17” to 18”x 20”. Wire, 
phone or write now for complete information 


RAISE AND ALL DURALUMINUM 
LOWER DEVICE DIE-CAST FRAMES 











Mode! 50 De Luxe Electric 
feeds automatically or 
single sheet... $375 

plus F.E.T 


Du Prints Inc. 
1502 S. Main St., Los Angeles 15, Calif. 


Please send complete descriptive literature and prices 
on all Duplicarbo Hand and Electric models 


NAME 
FIRM 


1502 S. MAIN ST., LOS ANGELES, CALIF. 
For More Information Circle No. 431 


THe Orrice—October, 1956 











Regular Pica, Elite & 14-to-the-inch Types 








10 
10 
10 
12 
12 
12 


TO THE 


7O THE 


14 
14 
14 


T 0 THE | 
CHARACTERS TO THE 
CHARACTERS TO THE 


NC H 
INCH 
1NCH 





INCH 
CHARACTERS TO THE INCH - 
Characters to the inch - 
INCH 
CHARACTERS TO THE INCH 
Characters to the inch 


EXPANDED 
CAPITALS 

lower case 
EXPANDED 
CAPITALS 


lower case 


EXPANDEDO 
CAPITALS 
LOWER CASE 


Fig. 3. Some of the different typewriter type styles available in most offices. 


capitals and lower case, and pret 
erably a sans-serif style as shown. 

There not even any need for a 
special typewriter like this if careful 
hand-lettering can be accepted for cap 
tions too small for conventional typing. 
At the other extreme, machines can be 
obtained with changeable types if the 
traffic will bear it. In any case, with our 
Picea, Elite and 14-to-the-inch type 
writers we already have six fonts of 
type at hand (Fig. 3). 

Another helpful device, available on 
many typewriters is a half-backspacer. 
This it easy to center headings 
when line an odd number 
characters and other an even num 
ber. For example: 


lS 


makes 
has ol 


the 


one 





f 
| Action 
| Taken 


@ As typed ona 
regular machine. 





Action 
Taken 


Typed with a ® 
half-backspacer. 


The 
the regular backspacer, needs 
more and takes The 
regular backspacer is useful, for cram 
ming extra characters into a 
space. Combined with careful use of the 
ordinary “Justified” right 
margins can be obtained. The caption is 


same result can be obtained with 
but it 
practice, longer. 
confined 


spacebar, 


typed once normally to find out how the 
right margin will fall; then the number 
ot and is counted in 
the part of the line that overlaps, and 
the text is re-typed, using the space bar 


characters spaces 


to put in extra spaces between the words 
on the shorter line, or the backspacer 
the line. (Fig. 4) 
Using more than one typewriter or 


to compress longer 
making adjustments with the backspace 
sounds laborious, but it is much less so 
than type-setting, especially for the 
relatively small amounts of text in most 
forms. The greater part of the form ean 
be done straight off 

and the odd captions that have to be in 
different be added atterwards 
on another. Even mistakes and erasures 


on one machine, 


type ean 
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TWA Trans World Airlines 
employees ''find ODHNER 
adding machines fast, accurate 
and reliable, (particularly in 
passenger sales auditing) 
More, they require a minimum 


f maintenance serv 


404 4th Ave., N. Y. 16, Or 
235 Montgomery St 


San Francisco 


Get a fast demonstration of the Odhner and Facit lines - National Business Show — Booth 213 


For More Information Circle No. 406 
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Auto-typist hits letter typing right on the button 


Push-button automatic typing is bringing au- 
tomation to the handling of office correspond- 
ence. Now typists push buttons instead of 
keys, and Auto-typist machines take over and 
do the typing. They do it in marvelous fash- 
ion, too—turning out letters at 242 times the 
speed of the fastest typist— neat, erasure-free, 
error-free letters that are as personal as your 
signature. 

Well over half of general office correspond- 
ence is routine—or can be standardized. Sales 
letters, order acknowledgements, answers to 
inquiries, and collection letters are only a 
part of the correspondence that can be han- 
dled faster, easier, and more economically by 
Auto-typist. One typist can turn out 100-125 
letters each day with an Auto-typist—3 to 4 
times normal manual typing output. 

How Auto-typist works—Precom- 
posed letters and paragraphs are 
perforated on a wide paper roll. 

This perforated roll operates the 
typewriter keys. As much as 250 
lines of copy can be stored on one 
roll. Twenty to thirty complete let- 
ters can be prepared, or a series of 


paragraphs which can be combined to make 
up dozens of letters. 

Salutations are manually typed. Then, by 
pushing the button or buttons that correspond 
to the letter or paragraphs desired, Auto-typist 
automatically picks out the letter wanted, or 
assembles the paragraphs in the order desired, 
and types each word as if it had been done by 
hand. Manual insertions of personal or vari- 
able data can be made in any part of the 
letter. 

Present users include banks, manufacturers, 
insurance companies, hotels, publishers, re- 
tailers, fund raisers. Applications range from 
general correspondence typing to specialized 
uses such as new account promotional letters. 
The complete story is yours for the asking. 
Just write us on your letterhead. 


For More Information Circle No. 286 


Auito-tyPist 


AMERICAN AUTOMATIC TYPEWRITER CO.. 2323 N. PULASKI RD., CHICAGO 39, ILL. @ MANUFACTURERS OF AUTO-TYPIST. COPY-TYPIST AND CABLE-TYPIST 





PREPARING COPY WITH JUSTIFIED RIGHT MARGINS 


— DRAFT - 
On any but the most elaborate machines it is necessary to type the text 
once to establish the number of characters and spaces included, and then 
again in fair copy to produce the even right margin. The first paragraph 
here is the rough copy: typed with fair attention to keeping the right 


margin as even as possible. It is repeated to show how, with care, the 





margin can be justified, even on an ordinary typewriter. It is, of 
course, much easier to do this on special typewriters with keys which 
expand or contract the spaces between the letters, but it can be done 
without, by careful use of the back-spacer and space-bar. 


- FAIR COPY - 





On any but the most elaborate machines it is necessary to type the text 
once to establish the number of characters and spaces included, and then 
again in fair copy to produce the even right margin. The first paragraph 
here is the rough copy: typed with fair attention to keeping the right 
margin as even as possible. It is repeated to show how, with care, the 
margin can be justified, even on an ordinary typewriter. Itis, of 


course, much easier to do this on special typewriters with keys which 





expand or contract the spaces between the letters, but it can be done 


without, by careful use of the back-spacer and space—bar. 








Fig. 4. Typewritten copy justified by using backspacer and spacebar. 


the best of straight typing, and often a 
much clearer and more practical form 
to use. A clear draft would have to be 
made for the printer in any case. Mak- 


are not too serious: the duplicating 
master is not going to be seen by the 
people who use the forms (unless for 
proofreading), and there are many 


ways of making corrections so that they 
will not show on the copies. 

Taking the trouble to prepare the 
form in this way gives a more profes- 
sional looking job than merely making 
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ing a duplicating master does not take 
too much longer. 

Ruling the form is no great problem, 
given the simple equipment we have 


(Continued on page 132) 





JANUARY 


$375°° 


°375°° 


AUGUST 


‘375° | "325 


Shae 375" 
~~ 


OCTOBER 


FEBRUARY 


$375°° 


$375°° 


SEPTEMBER 


$375°° 


Like a quick, easy way 
to save *‘375°° every month? 


All this manufacturer did wasemploy Mod- 
ern Duplicating to produce his Sales Order- 
Invoice paperwork and shipping labels. 
This called for some 10 to 25 copies—too 
many for one typing or writing, let alone the 
many chances for mistakes always present 
when information is copied several times. 

Today, an Azograph master is made auto- 
matically when the original Sales Order is 
written. All the required copies, even those 
with additions or deletions, plus the labels, 
are made in a matter of seconds for just 
a few cents. 


AB DICK 


The $375.00 a month saving came from 
time saved and personnel freed for more 
productive work. And, along with the 
savings, came the welcome Azograph clean- 
liness—stain-free, smudge-free, smear-free 
duplicating. 


For more information, call your A. B. 
Dick Company distributor. You’ll find his 
name listed under Duplicating Machines 
in the classified section of your phone book. 
Or write A. B. Dick Company, 5700 Touhy 
Avenue, Chicago 31, Illinois. 


MIMEOGRAPH + AZOGRAPH * SPIRIT 
OFFSET + IMPRESSION PAPER «+ 
FOLDING MACHINES 


For More Information Circle No. 401 
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ROUNDUP ot day-to-day employee 
problems and how they were 
handled by management. Each in 


Right or Wrong 


IN EMPLOYEE RELATIONS 


x 


cident is taken from a true-lite grievance 
which went to arbitration. Names of 
some principals have been changed. 


Can an Employee Be Denied a Promotion 


Because She Is Neurotic? 


What Happened: 
Helen Robins 
tent, hardworking. 
curred in the next higher classification, 
Helen put in a bid for the job. This 
Was In accordance with company policy 
which called 
Senior employees automatically received 
the promotion unless they did not pos 
sess “knowledge, skill, efficiency, adapt 
ability and physical ability required for 
the job on whieh the bid is made.” The 
company turned Helen down even 
though she had seniority. It maintained 
that the new job ealled for more re 
sponsibility and that Helen had a ten 
dency to become excitable and nervous 


Was ehergetic, Compe 


When a vacaney oc 


for posting of vacancies. 


in emergencies. 

Helen put up a calm when 
the case came to arbitration. said 
this was all nonsense. Psychological 
characteristics cannot be measured as 
ean output, ability and such factors. 
She proved that in all her years with 
the company she had done a good job. 
She admitted that she was occasionally 
excitable, but defended this trait on the 
grounds that “so are most people.” At 
any rate, she contended that manage- 
ment should not-use such intangible 
factors as personality traits to deny her 
a promotion. 


defense 
She 


Was Helen: 
RIGHT (7 WRONG 
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WHAT THE ARBITRATION BOARD 
RULED: “It should be recognized that 
personality traits such as nervousness 
and excitability are difficult to demon- 
strate in a judicial proceeding. If an 
employee were disqualified for lack of 
knowledge, the deficiencies in his train- 
ing and experience could be _ readily 
pointed out. Psychological characteris- 
tics are more subtle and therefore less 
susceptible to ironclad proof. Nonethe- 
less, they may play a crucial part in a 
promotion decision. ... The supervisor’s 
reports characterizing Helen’s person- 





ality in general terms were accepted as 
exhibits over the union’s protests. Un- 
der the ‘intimate acquaintance’ 
however, a supervisor is certainly com- 
petent to testify on the general mental 
condition of an employee who has 
worked under his charge for a consid- 
erable period of time. . . . Considerable 
detail was furnished (by company wit- 
nesses) concerning Helen’s actions and 
reactions. It is true ... that Helen 
has not been responsible for injury to 
other personnel. She has not neglected 
her duties and, except in one case, has 
not willfully disregarded the instruc- 
tions of her supervisors. It can fairly 
be concluded from the testimony, how- 


rule, . 


ever, that she does tend to lose perspec- 
tive when things go wrong. She does 
have difficulty in distinguishing between 
a minor difficulty and a major crisis. 
What is more serious, when encounter- 
ing difficulties, she tends to reject as- 
sistance from higher-rated employees 
and members of supervision. Keeping 
in mind the difficulty of proving per- 
sonality traits in a judicial proceeding, 
we believe that the company has shown 
that Helen is, in fact, unduly nervous 
and excitable in moments of emergency. 
In view of the job, new duties and re- 
quirements, we conclude that the com- 
pany acted reasonably in rejecting her 
bid.” 


Can You Discipline an Employee 


Twice for the Same Offense? 


What Happened: 

Marvin Hall doing a very 
good job. In fact, his supervisor talked 
to him several times about his poor 
work. Finally the supervisor called Hall 
into his office and, in the presence of 
the plant manager, gave Hall a stiff 
talking-to and even told him he was on 


was not 





1 WANT ¥FO FIRE 
you MARVIN! 


the verge of being fired. The office man 
ager called Hall into his office and con 
tinued talking to him about. his de- 
tective work, The employee promised to 
mend his wavs and was sent back to his 
job. 

That 
into the manager’s office and said, “I’ve 
made up my mind. I want to fire Hall. 
He'll just never make the grade.” The 
manager replied, “You’re the boss.” 
The next day, Hall got the gate. He 
went to the union and told his side of 
the story: 

1. He had understood 
reprimanded and 
chance to prove himself. 
2. By firing him later, the company 
was punishing him for the same “erime”’ 
twice. This was “double jeopardy” and 
by all yardsticks of justice was unfair 
and illegal. 

The union agreed, and took the ease 
to arbitration. The company’s defense 
centered around these arguments: 

1. The company has a right to change 
its mind just like everyone else. 

2. The “double jeopardy” 
that a man eannot be tried 


evening, the supervisor came 


that he had 


been given another 


principle 
twice for 
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PARTITION-ettes* 
and OFFICE-ettes'i 


modular packaged offices 
inboth STEEL and WOOD 


Write for colorful brochure entitled ‘‘A New Way of Life in the Office’ 





For More Information Circle No. 361 
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j 


-AUTOMATION 


ynroe puts it on the desks of: 


pose? 


©] CROWN ZELLERBACH CORPORATION —* 


NATIONAL BISCUIT COMPANY 


RE al lies 5 
= , 


PENNSYLVANIA RA ILROAD 


2 ze. = e 
These outstanding companies have achieved success through the years by alert far-sighted 
management. Today in their offices figure work is speeded with automation for figures. 
Today businesses large and small rely on Monro-Matic desk calculators. 
The new Monro-Matic Duplex Calculator actually speeds the answers to several problems 
simultaneously. It adds as it multiplies, adds as it divides, and by storing individual answers 


automatically eliminates 


addition or subtraction 
of results when the final See the MAN from MON RO E 


answer is needed. fer CALCULATING 
Apply this to your business. ADOING 
Write or telephone Monroe Calculating Machine Company, Inc. ae 
f DATA PROCESSING 
General offices: Orange, N. J. Offices throughout the world. MACHINGS 
For More Information Circle No. 417 
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the same offense does not apply to in 
dustrial relations practices. 


Was the Union: 
RIGHT [J WRONG 


WHAT ARBITRATOR WHITLEY P. 
McCOY RULED: “Hall went back to 
his job with the impression that he had 
been reprimanded and that the repri- 
mand would be written up for the rec- 
ords, and that that was the end of the 


matter. Therefore, the imposition of 
a second penalty (discharge) was not 
reasonable. Hall was punished for the 
same offense twice, when a long estab- 
lished principle such as protection from 
double jeopardy is applicable (in in- 
dustrial relations). The arbitrator 
should apply it even though he is not a 
criminal court judge. The discharge 
of Marvin Hall is set aside, and he is to 
be reinstated in his job without loss of 
seniority or other rights.” 


Can You Deny an Employee a Promotion 


Only Because of a Poor Attendance Record? 


What Happened: 

Mildred Hewitt was a good worker 
with one fault. She had a poor attend- 
ance record and often came in late. She 
was never seriously reprimanded fcr 
these faults. 

When a higher paying job opened 
up, the company skipped over Mildred, 
who had seniority, and promoted Sarah 
Young instead. In giving its reason, the 
company admitted that both women 
were good but that Mildred’s absentee 
ism was the major factor in her losing 
out to a junior employee. Mildred took 
advantage of the grievance machinery 
and spoke up in her own behalf: 

1. Company policy ealled for promo 
tion by seniority if ability and physical 
fitness were equal. 

2. She was never told that her ab 
would stand in the way of a 
promotion. 

a 


sences 


unfair to invoke her at 
tendance record now in view of the 
fact that did her work well, as 
everyone agreed she did. 

4. If she received the promotion she 
would improve her attendance. 


was 


she 


Was Miss Hewitt: 
RIGHT WRONG [1] 


WHAT ARBITRATOR JACOB BLAIR 
RULED: “It is well established as a 
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management has_ the 
right to expect and require regular 
attendance on the job. While it is true 
that management has in this instance 
been extremely negligent in enforcing 
this right, its negligence does not bar it 
from applying the right in a case of 
promotion. To hold otherwise would, 
in effect, be condoning and approving 
absenteeism—a condition which would 
surely lead to even more grave prob- 
lems. I deny the grievance and rule in 
favor of the company.” 


principle that 





ANNOUNCING: A NEW WIDER-WIDTH 


copies originals 14 inches 


can make perfect copies of 
originals up to 14 inches wide in just 


! This amazing THERMO- 
Copying Machine 


Now you 


6 seconds 
FAX 


copies 


‘Fourteen”’ 


14 
documents, 


tax reports, x 17” ledger 


sheets, legal confidential 


papers, special forms as well as routine 


New dry-process, All-Electric machine eliminates 


an exc lusive All- 
The 


all chemicals, 


office paper work by 
Electric, completely dry process 


new machine e/:minate 
negatives, liquids and fumes from 
office copying. You make perfect 


; P 
direct 


your original for as little as 


copies In One step directly from 


S¢ per copy 





See these NEW 1957 Features 
© New white paper 
¢ New color styling on 
THERMO-FAX "Secretary" 
Copying Machine 
New model to copy from 
books 
New Flip-Top Paper Cartons 





ies Fax 


‘4 COPYING PRODUCTS 


The terms THERMO-FAX, FOURTEEN and SECRETARY 

js are trademarks of Minnesota Mining & Mfg. Co., St. Paul 
“i 6, Minnesota. General Export: 99 Park Avenue, New 
York 16, N.Y. In Canada: P.O. Box 757, London, Ontario. 
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“THERMO-FAX" COPYING MACHINE... 


wide in just 6 seconds! | 


& 





| RESEARCH | 








all chemicals and negatives! 


The new THERMO-FAX ‘‘Fourteen”’ 
Copying Machine gives you perfect copies 
of written, typed, printed or drawn orig 
inals. For office copying systems, you 
choose from 5 paper colors for your copies 
—new white, green, pink, yellow and buff. 


For full details, send coupon below today ! 


Minnesota Mining & Manufacturing Company 

Dept. KO-106, St. Paul 6, Minnesota wil 

Send complete details on the new All-Electric THERMO-FAX Copying Machine indicated below, 

and how it can save time and money for my office 
The Fourteen-inch Copying Machine” The "Secretary" Copying Machine 

Name 


Company 
Address 


City State 





For More Information Circle No. 332 
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W. R. HARRIS 
NBFA President Vice 


FRED D. FERGUSON 
President 


F. J. RING 
Secretary-Treasurer 


llth Annual Convention of 
Independent Forms Distributors 


RECORD-BREAKING §attendane 
is expected at the 11th annual con 
ference of National Business Forms 
Associates at the Westchester Country 
Club, Rye, N. Y.. from October 28 to 
31. NBFA’s president, W. R. Harris, 
has been diligently working to provide 
four days of profitable and educational 


Westchester Country Club, Rye, N. Y. 


128 


meetings—designed to help all members 
of NBFA to do a better job. 

General business sessions will be held 
on all four days. On the program for 
discussion will be the NBFA_ systems 
library project, the applications and 
manufacturers directory project. Sys 


tems designing and forms control will 


scene of NBFA's IIith Annual Conference this month. 
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*|Independent surveys comparing shelf and drawer filing show approximately 
50°; savings in personnel TIME. No time wasted opening, closing drawers. 
Doors give shelf work surface. *Floor SPACE savings amount to 42-50°/, due to 
greater capacity, 30-inch aisles. *When you save time and space, you save 
MONEY. Doors protect against dust, dirt and fire. Welded Spacefinders can be 
moved with contents intact. Write for illustrated Spacefinder literature today. 
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Hano Refolder Registers in 4 widths, Hano Litho-Tab marginal punched forms 
electric or manual; all-aluminum Port- are trouble-free with better papers, more 
ables and pocket size Porta-Pak, plus sensitive carbons. Stock Tab also avail- 
cash drawer units. able for many requirements. 


One-Time Carbon Hano Snap-a-Parts, Low-Cost Standard Body Forms, semi- 
Multi-Snaps, Special and Custom plus custom Han-o-Sav, plus extensive Cus- 
special purpose forms, orders, memos, tom Register form list . . . all with stand- 
meter tickets, repair orders, invoices. ard punching. 





Hano — your “one-stop” source... 


for time-saving business systems. For the right form or 
system for your specific need, you'll find Hano the only “‘one- 
stop’’ source. A complete line of Registers and Forms, 
Snap-a-Part sets, Continuous and Tab forms can solve your 
problem . . . at low cost. There’s a Hano man or dealer 
ready to help you save time and money. May we have him 
contact you? 
8-page folder shows Hano lo 
complete line. Available Se eee ae 


on request. ' 
General and Sales Offices Warehouse and Branch Plant 
HOLYOKE, MASSACHUSETTS MT. OLIVE, ILLINOIS 


For More Information Circle No. 424 
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NBFA Convention Program 
SUNDAY, OCTOBER 28 


3:00 p.m. Board of Directors Meeting. 














6:00 p.m. Cocktail Hour. 


MONDAY, 
Business Session. 
Factory Visitation. 
Luncheon at Factory. 


a.m. 
a.m. 
p.m. 
p.m, 

Co. 


TUESDAY, 
a.m. 


p-m. 
p.m. 


Golf Tournament. 


8:30 
11:30 
1:00 
2:30 
6:30 
8:00 


a.m. Business Session. 
a.m. 
p.m. 


p-m. 


Luncheon. 


p-m. Annual Banquet. 


10:00 


be covered in a panel Session. 

W. A. Ryan, president, American 
Register Co., Boston, will be the prin 
cipal speaker on Wednesday, October 
31. Mr. Ryan has devoted many years 
to the business forms industry. He has 
had broad experience in sales adminis 
tration, organization and distribution 
plus a thorough knowledge of national 
marketing—and is an expert in apply- 
ing his vast knowledge for the greatest 
benefit of and the 
NBFA. 

Factory visitations are planned in 
the New York metropolitan area, on a 
group and individual basis, to provide 
information and 
witness actual production 
on modern forms producing equipment. 
The factories to be visited will be Ar- 
thur J. Gavrin Press, Ine., New Rochelle, 


members guests ot 


production 
members. to 
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Informal meetings will be held throughout the day. 


OCTOBER 


Automatic Data Processing by American Telephone & Telegraph 


OCTOBER 
to 5:00 p.m. Meeting with Manufacturers. 


Talk by James Dillon, Dillon-Ford Co., New York. 
WEDNESDAY, 


Talk by W. A. Ryan, President, American Register Co., Boston. 


Automatic Data Processing by Commercial Controls Corp. 

p-m. Manufacturers Cocktail Hour. 

Master of Ceremonies: 
dent, Specialized Forms Co., Caledonia, N. Y. 

p.m. Dance Sponsored by the Manufacturers. 
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OCTOBER 31 


John Randall, presi- 


N. Y., National Systems & Forms Co., 
East Rutherford, N. J., and Vue-Fax 
Corp., Westbury, L. L, N. Y. 

All of the NBFA principal suppliers 
will be in attendance to supply members 
with a wide variety of selected indus- 
tries’ 
tems, and to exchange ideas and prob- 
lems common to the forms industry. 

Technical speaker of the meeting will 
be James Dillon of Dillon-Ford Co., New 
York, who will describe the different 
types and kinds of forms handling 
equipment being used in Europe. He is 
well qualified to speak on the subject 
because Mr. Dillon’s company produces 
forms handling devices and equipment, 
and he recently toured Kurope to vather 
facts and ideas to present at this eon 


business forms samples and sys- 


Lerence, 


Continued on page 251 





Forms You Can Make 


niinuea Jrom page 


described, plus care and a little prac 


tice. Onee the quantity and sequence ol 


material to be entered against each cap 


tion or in each column is known, it is 
a matter of judgment 
to fit into the standard 
paper being used on the duplicator. 
The principles of torms design have 


and experiment 


them sizes ot 


often been deseribed, and they all apply 


here. For our purpose, it should per- 
haps be mentioned that the rulings for 
forms to be used on a typewriter should 
be in multiples of one-sixth of an inch 
down the page: many types of dupli 
eating master have scales printed down 
the margins. The same scales will serve 
for forms that are to be filled in by 
hand, using 114 divisions to get quarter 
inch spacing. It has that 
quarter-inch hand 


written 


found 
best for 


been 
lines are 
forms; less is too small, more 
encourages people to scrawl. 

Spacing across the page depends on 
whether Elite or 
used but, unless the space available is 
very small compared to the data to be 
entered, it is safe to measure in inches 
and tenths. One point sometimes ove! 
looked is that the width of the columns 
in a columnar torm depends on the er 
tries to be made in the columns, not the 


Pica machines will lb 


ee 
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Department. 
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STORE SECTION 
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(Toacer’s sionatune | © POmEwan's S)GmaTURE 





EP ee 

Fig. 6. Spacesavers: lines with open sides, 

open signature areas, column headings line- 
spaced less than 1|/6-inch. 


SUMMARY 


fRaw Stock 


eae 


Fig. 5. Angled headings on a “homemade” form. 
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See how they run—offset! 


If you haven’t discovered Plastiplates, 
the magic plastic offset plates, see how 
they run — right on your own press! No 
cost to you. Two types available: 
Pre-sensitized Photospeed Plastiplates 
for sparkling halftones and crisp line- 
work. All processing steps built right in 
- just expose, de-sensitize, and print. 
Direct Image Plastiplates that take 
typing so beautifully and permit fast, 
nondetectable corrections. And you can 
write or draw directly on their patented 


plastic surface. See how they run! Free 
samples are yours for the asking. 


Room 2027, 315 Fourth Ave., New York 10. 
Please send me free samples of 

[] Pre-sensitized Plastiplates 

[} Direct Image Plastiplates 


NAM 


2 
Memington. FRarraad. division of SPERRY RAND CORPORATION 


For More Information Circle No. 421 
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number of letters in the heading. horizontal, but they often may be 

If " tairly small sheet would allow clearer this Wav than abbreviated. Al 
enough space tor the entries, but not ternatively, the words can be split and 
enough to fit in the headings ot the col hyphenated, using two lines instead ol 
umns, the 60° triangle comes in handy. one. Column 


st headings may be mad 
rhe columns can be made the night cle 


eper even when they cannot be made 
width for the entries and the headings wider. 

placed at an angele (Fic. 5). They will The triangle is useful for placing 
} , j T $ ] r 
not be quite as legible as if they wer vertical rulings and making sure that 


Fig. 7. Front and back of a four-part folded form after carbonizing and printing. Note 
positioning of parts and carbon strips. 
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Department Cede 
Werk-Center Ho: 
Date inte Process 























INSERTING 
& MAILING MACHINE 


Whether you mail 500,000 or 5,000 pieces a month, you can save 


80% of your costs with precision engineered Inserting & Mailing 
Machine. In continuous sequence, without human intervention, it 
gathers up to 8 enclosures, stuffs them into envelopes, moistens and 
seals flaps, seals, meters postage or prints indicia, counts and stacks 
from 3,500 to 4,500 pieces per hour. It’s all done by one operator! 
Acclaimed for accuracy through 25 years of business use. 


Read how a small mailer saved with 
automation in mailing. Write for case history. 


INSERTING AND MAILING MACHINE co. 


PHILLIPSBURG, NEW JERSEY 




















GATHERS ENCLOSURES —s wyseaTs INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 











INSERTING AND MAILING MACHINE CO., Phillipsburg, New Jersey 0-10 
[J Send "How Small Can a Mailer Be?" [1] Arrange a demonstration. 


We mail .. 


Name 
Address 


28 6 8'SO Oe 6 O66 OO ORE SS eee 
For More information Circle No. 223 
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A new Clary adding machine 
aoes wonders fora girl’s morale... 


(and for her work output, too!) 


So swift and sure is a Clary, it makes her job a real joy. 
Beautiful Clarys are now pleasing people in 
over 160,000 modern offices. With good office girls so hard to 
find (and keep) these days, wouldn’t Clarys be a fine idea for 
your business? Just call your nearby Clary dealer 
or Factory Branch Office. The number’s in the Yellow Pages! 


10-Key or Full Key, in 5 glowing colors - blue, gray, green, beige, turquoise. 


BUSINESS MACHINES DIVISION 
a CLARY CORPORATION, San Gabriel, Calif. 
In Canada; Clary Multiplier of Canada, Ltd., Toronto 


MANUFACTURER OF BUSINESS MACHINES, ELECTRONIC DATA-HANDLING EQUIPMENT, AIRCRAFT & MISSILE COMPONENTS 


For More information Circle No. 430 
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they really are vertical, although the 
printed on duplicating 
masters serve this purpose too. 
Different styles of duplicators 
different amounts of blank margin 
space at the top, foot and sides of 
standard size sheet. Sometimes a form 
is just a traction too large, even after 
the minimum space has been allowed for 
all the There still several 
ways to enough space to fit the 


scales most 


nee d 


entries. are 


fain 


Date requisiticned 
Department Code 
Work-Center Nos 


Date into Process 





DESCRIPTION . 









































Requisiticned by 


Authorized by 


—— ee 


Amount . 


Unter ee 


y Material Control 





Stores Cory 
Materiel Control 
Cost Section 
Requisitioner 's 
Copy 











Fig. 8, The folded four-part form. 
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Safeguard Your 
Business Secrets 


Now you quickly and easily destroy 
confidential papers and obsolete 
records right in your own office. 


NEW SHREDMASTER 


Bami2u V0 


Portable shredding machine designed 
especially for office use, the size 
and weight of a business typewriter! 


The only office paper#j 


shredding machine that 
destroys confidential pa- 
pers quietly and cleanly. 
Greater capacity, speed 
and safety than ever be- 
fore! Compact, modern 
design. Exclusive slanted 
gravity feed speeds shred- 
ding of paper in multiple 
thicknesses, tickets, cards, 
coupons and labels. Any- 
one can operate the 
Bantam 10. Safety throat 
assures protection. Priced 
well within the budget of 
all businesses, large or 
small. 


Ask for Brochure B 


. 44+ SHREDMASTER ‘¢,..,/ 


H UNREADABLE SHREDS © 


%, COME OUT HERE r) 


¢ 
*=enee aso” 





FREE: 


Illustrated de- 
scriptive folder 
includes 10 day 
free trial] details. 
Write “BANTAM 
10” on your let- 
terhead or post- 
card, and mail to- 
day to: 











a a io, 8% 








A woman’s scart: 





or how to boost typing production 


OFF-BEAT as this statement may appear, 
nevertheless the scarf weighs more than the 
amount of weight it takes for your secre- 
tary to depress one key on the new Royal 
Electric. 

In fact, the new Royal Electric is 13 
times easier to operate than a non-electric 
typewriter—which simply means a big boost 
in typing production. 

How big a boost? In your case, it in- 
volves these factors: Typists’ salaries, days 
worked per year, hours typed per day, and 
production rates. 

When you and your Royal Representa- 
tive talk over these factors, he’ll be able to 
calculate the expected savings when you 
install new Royal Electrics. 


CY, L electric 


standard « portable « Roytype® business supplies 


Royal Typewriter Company, Division of Royal McBee Corporation 
For More Information Circle No. 402 
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even upside-down 


MORRIS SAFE-T-SET 


cant spill ink! 


The Morris Safe-T-Set is puddle-proof 
under all conditions —absolutely safe 
Perfect for students or for every desk 
in home and office. Beautifully designed 
in today’s colors. Writes for months 
without refilling. Choice of Morris 
long-wearing points made to suit indi- 
vidual writing styles. See the SAFE-T-SET 
at all stationers everywhere. 


BERT M. ORRIS CO. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA iv 
In New York: 381 Fourth Avenue P 4 
ee In Canada: McFarlane Son & Hodgson, Ltd., 4 
a 
Tn Montreal, Quebec 
~ - 
= oo 
~~ —_— 


— — 
—_—— 


“Puddle Proof” 





For More Information Circle No. 199 
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form on the duplicator. 

If the area the machine can print is 
just too narrow, the outside edges of the 
outside columns ean be left unruled, so 
that the entries can run into the blank 
margins of the paper. If the area is 
just too short, it may be possible to 
gain a line or so in the length of the 
form by giving the headings a little less 
than the normal sixth of an inch per 
typewriter line, while still keeping the 
right spacing for the entries which will 
have to be typed in the body of the 
form. 

If there is a line short after this, 
there is still another chance. The bottom 
line is often used only for signatures. 
The spaces for these can be indicated 
by boxes with the bottom open, on the 
very last line the duplicator can fill, 
leaving the blank margin below for the 
actual signatures. (Fig. 6). 

Margin space can be moved from the 
top ot the form to the foot (or vice 
versa), even if all the adjustment on 
the duplicator has already been used, 
by cutting a strip off one end of the 
master outside the printing area and 
taping it back to the other end. 

The ink or fluid in most duplicating 
processes tends to spread a little. This 
makes it difficult to produce forms with 
really fine rulings. The glass tracing 
scope which we mentioned earlier is a 
great help in this. Used as a backing 
when the forms are ruled, it makes a 
hard enough surface to allow a fine line, 
even when enough pressure is used to 
ensure adequate reproduction in the du- 
plicating machine. A hard platen or 
backing sheet will help in the same way 
for sharp text, and with the hectograph 
process, using the typewriter’s stencil 
position helps even more. 

For even finer results, the drawing can 
be done with a ruling pen on white paper 
and transferred to the duplicating mas 
ter by photography, xerography, diazo 
(from a translucent original) or a num- 
ber of other facsimile processes. The 
use of this method for copying printed 
forms onto duplicating masters for re 
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How Long 


Should Records be Kept? 


this FREE 


lokede) 40-3 am a-3 | ft 


you Now 


available— 

our Manual of Re- 

cord Storage Practice 

with Retention Periods for 

general business and banks. It 

tells a simplified story of record 

procedure and an easy-to-do 

storage plan for inactive records. 

A VALUABLE GUIDE FOR 

EVERY BUSINESS. For your 

FREE copy, clip this ad to your 
letter-head and mail to: 


720 S. Dearborn St., Chicago 5, Illinois 








Cromwet Printery, Inc. 
ROTARY DEPT 
ALBANY 1, N. Y 


For More Information Circle No. 282 
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production in the office is too well 


known for comment here, but it is easy 
to prepare completely new forms and get 
very satisfactory results. These services 
can be obtained on a service basis if vou 
do not have the machines. ; 

Photographie and other methods also 
make it very easy to reprint forms that 
need Trey ision, or to correct errors with 
out re-drawing a whole form. 

To remove a detail that is out-of-date 
—a name or date, for example—all that 
iS necessary is to paste a piece of clean 
paper over the original drawing before 
it is reproduced. The piece ot paper can 
equally well have new details typed on 
it. If the change is not too drastic and 
typed text will not look well, printed 
letters can be clipped from elsewhere 
and assembled to form new text. Rub- 
ber cement is a convenient adhesive. 
Any excess can be peeled off without 
leaving a mark; so can papers stuck 
down with it. 

Supphes of printed letters can be 
obtained ready for use, and these are 


easier to handle. They can be assembled 
with perfect alignment and spacing; for 
a large form title, for example. 

Forms that need very small print 
(such as 8” x 5” record cards) can be 
drawn double-size. The headings can be 
typed in capitals and the whole photo 
graphically reduced to the required size 
on an offset master. If there are only a 
few characters that have to be in very 
small print, it may be decided that they 
ean be hand lettered for duplicating. It 
is very important for the appearance of, 
the form that they be in perfect align- 
ment. A great help for this is to place a 
ruler on the paper where the bottom of 
the writing is to be, and to end all the 
down-strokes against the ruler. A letter- 
ing template is even better. There are 
very effective lettering 
market. 

If the revision of the involves 
alterations to the over large 
areas (for example, inserting an extra 
column), it may be easier to start with a 
blank sheet of the right size, cut up a 


vuides on the 


torm 
spacing 


for GREATEST ECONOMY 
and CONVENIENCE! 


Larger Use-Surface; 

2 to 3 Times the Wear 

Easier to Hold 

Less Likely to be Lost or Mislaid 
Easier and Quicker to Find on Desks 
or in Drawers 


NO. 333 INDIA. The Stand- 
ard eraser preferred by 
everyone, for all around 
erasing use in home, school 
and office. 

Illustrated in actual size, is 
but one of a number of 
quality-made, King-size 
Weldon Roberts Erasers 
which you should purchase 
now from your stationer. 





Correct Mistakes in Any Language 





ag , é aad — 
WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World’s Foremost Eraser Specialists 





For More Information Circle No. 243 
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modern -efficie 


SECRETARIAL CHAIRS 


are instantly adjustable to proper fit by ANY 
USER, and with proper fit comes comfort 
and efficiency . . . are engineered with the 
finest features ever built into office chairs, 
including a patented swivel that never binds 
nor becomes loose or wobbly . . . are available 
in most any fabric or color and all covers 
are easily rernoved or replaced . . . give MANY 
MORE years of good service for every dollar 
you spend. 
1—Spring-mounted, foam latex back rest. 
2—Exclusive patented 4—Easy seat height 
molded foam latex and back adjust- 
seat cushion. ments. 
3—Free-moving swivel; 5—Wide choice of 
can't wobble or easy-to-remove fab- 
stick. ric covers. 














May we prove it to you? 


POSTURE CHAIR CO., INC. 


DEPT. O, 1205 CHARLOTTE, KANSAS CITY 6, MISSOURI 





e Your Cramer dealer will be happy to work with you in 
selecting the right equipment for increased efficiency and 
economy (and oftentime better employee relations) to 
your office, plant or factory. No obligation. 


CRAMER POSTURE CHAIR CO., Kansas City 6, Mo. 
P . Please arrange a free demonstration of 
Mail this coupon for Aluminease chairs in my office. 


a free demonstration i es 
Mb plat icin nasiauntealiincett 


at your convenience... 


For More Information Circle No. 222 


THe Orrice—October, 1956 





MODERN WOOD BLOCK 
STAMP PAD! ...... 


Wood Block is chemically 
treated to hold large amounts 
of ink and to feed just the 
right amount to the surface! 


Ink dries instantly on paper 
yet never dries in the pad! 


Outlives 
Two 
Ordinary 
Stamp 
Pads 


Pad surface is always flatand 
firm does not collect lint! 


' 

1 

! 

| 

| 

| 

! 

| 

| 

| 

j Ink cannot gush up between 
| the type causing a blurred 
j impression! 

| Impressions are always 
| strong, clear, brilliant and 
! waterproof! 

! Ink penetrates pad quickly, 
1 will not stand on surface as 
with ordinary pad! 

{| Clear-Print Ink and Pad are 
{| mever affected by moisture or 
i humidity! 


Fence SAMPLES gladly sent to interested Dealers! 


L. A. PHILLIPS, President 


= 
Citaa-raint 
wooe stam 


PROCESS / CO. 192 mui sr. eocwester 14. mY 
For More Information Circle No. 372 
144 


copy of the old form and paste the 
pieces in their new positions. Entirely 
new portions can be drawn separately 
and pasted in, or drawn on the base 
sheet 

Often it is necessary for the rulings on 
a revised form or a new one to mateh 
exactly the spacing on another form; in 
sets ot matching statements, for ex 
ample. 

There are various approaches to this: 
an illuminated drawing scope can be 
used, using the hght from below to trace 
the necessary rulings. One form ean be 
temporarily taped to éach side of the 
one being drawn, to provide a ruling 
guide. The existing form can be placed 
on top of the new one and the rulings 
made with reproducing carbon to run in 
the duplicator. 

Sometimes the basie rulings and 
headings on a series of forms are the 
same, with variations in minor detaiis 
(for example, a check-list running into 
several pages). In this ease it may be 
possible to make a single master copy 
of the basic form, reproduce other dupli- 
cating masters from it, and fill in the 
remaining details on these to run the 
actual forms from them. 

Even if it is not possible to make 
duplicating masters from duplicating 
masters with the process in the particu 
lar office, it will probably be possible to 
print the basic pattern from the original 
master onto the others so that it can be 
seen, even if it will not reproduce in the 
duplicator. The original master ean be 
used to produce enough copies of the 
basic form to allow for all the different 
versions that are to be produced. Then 
the special details that differ from one 
form to the next can be typed or drawn 
on the other masters, in the mght posi 
tion on the basic pattern, and these extra 
details reproduced on the basie forms 
already printed. 

When the forms are small, it will 
often be quicker to draw them twice 
on a master, side-by-side or one ahove 
the other (two-up), and duplicate them 
and then guillotine them apart—rather 
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THOMAS COLLATING 
COST CALCULATOR 


Now schedule collating jobs and operating 
personnel with the highest possible efficiency! 


Here’s an easy, fast and accu- 
rate method to take the guess 
work out of any collating as- 
signment. Now, for the first 
time, you can tell in a jiffy just 
how long it will take, how 
much it will cost, and what is 
the quickest and least expen- 
sive way to do the job. 


Whether you do a lot of col- 
lating or just a little . 

whether you collate by hand 
or with a Thomas Collator, 


_ this new cost calculator is 


sure to be a real help! Fill out 
the coupon below and mail 
today for your free calcula- 
tor. No obligation, of course! 


== CLIP OUT AND MAIL NOW! -~~-~ 


Thomas Collators Inc., Le B, 
50 Church St., N.Y.C. > Ve 


Please RUSH me: ; 
[-] FREE Thomas Collating Cost Calculator 
[] FREE Brochure on new Thomas Collators. 


Thowas 
Cine ;, 





Other Makes Combined 


PLEASE PRINT) 


165 SALES & SERVICE OFFICES COMPANY 


COAST-TO-COAST 
AND CANADA 





ADDRESS 
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VISIT OUR BOOTH NO. 119 AT THE NATIONAL BUSINESS SHOW. 
For More Information Circle No. 313 





TOTALLA 


adding listing 
machine 
capacities up to 

12 listing 

13 totaling 


anuuuniny, 


v rd 
-NUMERIA peepee 


capacities 
up to 10 x 11 x 21 


LAGOMARSINO- PAI 
Viale Umbria 36 
Milano (Italy) 


HAND MODELS ALSO AVAILABLE 


For More Information Circle No. 191 
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form once 
length of the 


than draw the 
double the 
run, : 

If there are many small forms of 
various sizes it will pay to obtain a 
paper cutter. If many of them are filed 
away after use in ring or prong binders, 
it may also pay to get a paper drill. 

Perforating for line folds or tear-off 
stubs is another operation which is feas- 
ible in the office. Some duplicators ean 
he fitted with perforating attachments, 
and numbering heads to produce indi- 
vidually numbered forms. Some dupli- 
cators also can use carbonizing ink to 
make carbonized forms. 

Multicopy with one-time carbon 
are also possible. Quality one-time car 
hon paper is available from carbon pa- 
per manufacturers. Copies of the form, 
for example, run on four differ- 
ent colors of bond paper, an equal quan- 
titv on each color. Then the 
collated with the For example, 
white original, carbon, blue duplicate, 
carbon, pink triplicate, carbon, buff 


only and 
duplicating 


sets 


Can be 


sheets are 
carbon. 


MULTILITH OPERATORS 


NOW YOU CAN CUT COSTS 
cover your own dampening rolls with 
PRESEWN TRI-MOL molleton covers 


IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 


can put on their own dampening roll TRI- 


“ STEP A 





STEP A — Wrap 
acetate (sent with 











cover) around roller. 

STEP B—Slide TRI-MOL Mol- 

eton cover (as shown) onto roller. 
STEP C — Tie ends and cut excess 
string THAT'S ALL THERE IS TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For turther information, write: 


ROLL-O-GRAPHIC CORP. 


quadruplicate, no carbon, white original 

. and so on. 

The piles of collated sheets can then 
be jogged into alignment and padded. 
Padding may sound a problem until it 
is realized how simple it is. Merely put 
a heavy weight (such as a 14” 
scrap metal) on the pile of sheets, 
brush the end or side of the 
a layer of padding glue 
from any printers’ supply 

If desired, a sheet of card stock can 
be inserted into the piles of forms at 
intervals of every 25th or 50th set. 
When the glue a knife slipped 
through the pile along the elued side 
just below the cards will break the pads 
apart. Using the cardboard backing 1s 
not essential and workable pads can bi 
made without it. 

Sets like this can be individually num 
bered even without a numbering attach 
ment of the dupleator. Using a hand 
numbering machine is not unduly labo 
rious when quantities are not too large. 

Another effective type ol mult 


“50% 


piece ol 
and 
sheets with 
(obtainable 


house). 


has set, 


Wopy 
Lie 


MOL Molleton covers. It's as easy as 

A-B-C (see illustrated steps at 

left). Send in your order to- 

day or write for more 
information. 


133 Prince St., New York, N. Y. 


DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 
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Put efficiency in your 
mail operation! This 
double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail 
Both baskets ore re- 


movable 


Write for free brochure — or, better stil! 
Aveoilable in Lega! or Letter Size — Please Specify 
Size: Length 26',; Width 14, Height 29', 
(File Folders Not included) 
$40.00 F.0.8. DETROIT 


CHESLEY INDUSTRIES 


24777 TELEGRAPH ROAD 
DETROIT. MICHIGAN 


— order todoy' 
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Prove : to yoursel 


READY- MADE 


saieibien ania _- 
CARBON SETS 


for all typewritten carbon copies 


— quick, clean, easy! Act 
on this free sample offer 

once you’ve used time- 
and-money-saving Dupli- 
settes you'll never go 
back to the old-fashioned 
loose carbon method! 
Size 842 x 11 in white, 
canary, pink, blue & 
green 


Send for FREE 
SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 


CARTERET PRINTING COMPANY 


480 CANAL ST., NEW YORK 13, N. Y. - WOrth 6-1454 


For More Information Circle No. 251 


made au 
tolded This 
The paper can he 


that ean be 
duplicator is the 
requires a pertorator. 
bought either the carbon 
strips, or printed with carbonizing ink 
the duplicator. When the latter is 
the liable to dry up, so 
more week or two of stock 
time. The require- 
very carefully ex 
person who will make the 
but they are 
the forms. 
has to appear 
Parts I and 
and twice for Parts I] 

There sa blank space between 
Part I and Part III, on the back ot 
which Part II will be printed, and 
another the other side of Part IIT (Part 
IV goes on the back of it). The carbon 
ized positioned accordingly, 
and 8). 

Four runs through the duplicator and 
pertorator, produce the four-part fold 
over form and the necessary carbonizing. 
To do the four parts separately could 
take four printed and foar carbonizing 
runs, plus collating and padding. 

This method is practical for small 
forms when a compact unit set is needed. 
From 814” x 14” standard 
four set 814%" x 31 


made, or a 


| carbonized set 
ofties 


on 
set. 
with necessary 
on 
carbon 
than a 
done at a 


done, 
not 
should be 
ments 
plained to the 
plates or 


have to be 
masters, once 
made, it 
The 
twice 


IIT) 


and 


is simple to 
the 
master 


produce 
torm 
(tor 
another 


image ol 
on one 


strips are 


also on two masters (Fig. 7 


sheet a 
1’ at least can be 
set 81/,/” x 41 . 


an 
part 


three-part 








quite suitable sizes for material requisi 


small forms 
organization. 

foregoing it may 
form ean be produced on an 
office duplicator. In emergeney, there 
may, in fact, be a way to produce a form 
to fit almost any need, if only as a 
temporary But in the normal 
course ot there are many 
unwise to attempt. 
forms or snap-out are 
So is any set which 
first entries 


tions or a number of other 
for within the 

From the 
almost any 


use 
seem as if 


measure. 
events 
that it would be 
Cont 


jobs 


inuous 
the 
to stay 
have peen 
apart with 
needs a 
faney 


sets 
out ot question. 
set after the 
padded 
handling. Any 
large variety of 
type styles is out; 


nas as a 
come 
which 
or 


probably 


sets 
form 
type 


made: 
SIzes 


SO, 
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er: —— 
_ ‘ 
| ™* 


See it! 


National 
Mis : 
: ~~> Business 


<> 


Show— 


IAL Booth M-12 


AT 


NEW... beauty for every office! 


No more shabby painted mats to mar 
the appearance of your office or desk 
area! New gleaming plastic-laminated 
MASO-MATS in rich wood-grain deco- 
rator colors (Walnut, Driftwood Gray, 
Mist Green and Desert Sage (beige) 
harmonize perfectly with any color 
scheme. Truly beautiful, MASO-MATS 
match your office furniture and furnish- 
ings—won’t chip or peel—clean with a 
damp cloth — are non-slip — and long, 
long wear makes them more economical 
for every desk in your offices—President 
to office boy. See them at leading dealers 
everywhere. 


Send for illustrated catalog— 
it's FREE! 

MASO STEEL PRODUCTS, INC. 

53 W. Jackson, Room 911, Chicago 4, Ill. 
Please send me free Catalog and more infor- 
mation on the plastic laminated Maso-Mat. 
Name 

Title ae : 


Company 


Address 


City Zone State 


MASO STEEL PRODUCTS, INC. 
53 W. Jackson, Chicago 4, Ill. 


For More Information Circle No. 311 





pre-sensitized 
plates produced 


in seconds..... 





with Rapid Printer 
by nuArc 











...the only Complete 
Printer with a built-in 
automatically controlled 
Carbon Arc Lamp 





It is a proven fact 

that the carbon arc lamp is 
the only known method of 
making long running offset 
plates that reproduce true, 
sharp line definition and 
dot structure. 

Make your plates efficiently 
and economically, the same 
as the large lithographers 

. with an arc lamp. 

Get the facts on nuArec 
Rapid Printers. 


Contact your dealer 
or write for bulletin 230A0 


COMPANY, INC. 
Genera! office and factory: 
824 S. Western Ave., Chicago 12, tl, 


Eastern Sales and Service: 215 Fourth Avenue, New York, N. Y. 


SEE US AT THE NATIONAL BUSINESS SHOW, NEW YORK COLISEUM, BOOTH No. 220-A 


For More Information Circle No. 244 
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are any that require more than two dis- 
tinct thicknesses of ruling apart from 
single or double rules. 

Use of different colors of printing is 
usually too laborious for office duplicat- 
ing, though more so with some processes 
than others. Die-cuts 
equipment, although 
easy in the office. Punching for peg- 
board forms needs elaborate ma- 
chinery if it is to be accurate. Quanti 
ties of more than a few thousand sheets 
are usually more economical on a print 
ing press, where they can be run two- 
up, four-up, or even more. This is espe- 
cially true with large forms. 

Of course, it will be very rarely that 
a job done in the office will rival the 
high quality and accuracy of a 


demand costly 


corner-eutting 1s 


also 


forms 


printer. Many office processes wet either 


the master or the paper. Wet paper 
shrinks and _ stretches; dimensions on 
the form vary slightly accordingly. The 
duplicator operator seldom has all 
the equipment nor, probably, the experi- 
ence of the printer. The same results are 
not to be expected. 

Nevertheless, with care and a little 
ingenuity, the office duplicator can be 


made to pay its way handsomely on all 


sorts of jobs. The processes we have 


described may seem ambitious, but they | 
may make it possible to save a great | 
deal of tabor by having forms ready- | 
made for all sorts of work, where the} 
full-seale | 


quantities do not justify a 
printing job. One could hardly consider 


pre-printing an order form with a list of | 
items that would be out-of-date after a | 


week, even if it meant that a lot of peo- 
ple would have to list them by hand. 
But it is quite practical to print a 


week’s supply in the office and save | 


them the trouble. 





Don't pass up your right to 


VOTE 
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PRODUC-TROL 
Visual Control 


not only schedules, 

automatically checks 
with TIME, LINE 

and COLOR control 


Confucius said: “‘A picture 
is worth 10,000 words” 











Scheduling 
= 8,000,000 items 





Original cost and upkeep low. 


Schedules and time checks operations. 
Historical record to back it up. 
Bad situations show automatically. 
Its simplicity has put it into 
world-wide use. 
¢ Analyze 100 items in 10 seconds. 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 


For More Information Circle No. 246 


GENUINE ENGRAVED 
LEVTSRrlEADS 
DIES ano PROOFS cy OO ‘or 


; —— 1000 
wnihine 
aoe ait ppt tA MANUSCRIPT 


BUSINESS ANNOUNCEMENTS 500 ONLY $28 “GULASL® 


CLIP YOUR LETTERWEAD TO THIS AD... (35 LUmYS 
"WAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 247 

















Premium Prepayment Cuts Office Work 
UTOMATI PAYMENT of hfe One company writes 18,000 pre 


nsurance premiums is e¢atehing on authorized checks a month, and includes 
here and in Canada, Arthur J up to ten policies on one check. 
Tutts, assistant secretary, Life Office Mailing of premium notices is elimi 
Management Assn., reported at its an nated Companies cal eontrol their re 
nual conference last month. Under the ceipt of premium payments because 
Preauthorized Cheek Plan, a policy checks are made up and deposited ac 
holder authorizes his insuranc¢é company cording to company schedule, not when 
to draw checks against nis account, policyholders happen to mal thei 
usually monthly, tor the payment of checks. Some companies charge the reg 
premiums. He authorizes his bank to ular monthly premium. Many charge ’ 
honor these cheeks. The cheeks ar one-twelfth of annual premium Others 
charged against the policyholder’s bank charge variations in_ between. 
account. like any other check. “The most recent intormation on bank 
In Canada, under the Postdated Check acceptance comes trom two insurance 
Plan, the policyholder sends the life in companies—one in the midwest and one 
surance company a set ot postdated in the east.” Mr. Tufts said. “One has 
signed checks, which the company de approximately 000 cooperating banks. 
posits as the premiums fall due. During the last eight months it wrote 
It is not always easy to obtain the 525 new banks asking them to accept 
cooperation ol banks in setting up a the plan Tor depositors. It received ac 
preauthorized cheek plan, but several ceptances trom 83% The other com 
lite insurance companies are writing 15 pany solicited 337 new banks and re 


2094 ot their new business on the plan ‘elved Y3° cooperation.” 








KILLS orice 
MANY, // AY 4 


FOR ALi NOISY AT ITS SOURCE! 


OFFICE MACHINES 





HIGH COSTS demand MAXIMUM efficiency 


Good machines are costly . . . operator’s wages are high. And NOISE is 
mighty costly, too . .. it is estimated that noise costs Business over $4 


million daily. 
You can reduce machine noise 50%—by using SOF’TONE <Acoustinets. 
And profit from much better production and fewer errors. 


© 1956 _—, Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements 


| j CO. | 310 AMERICAN STANDARD BUILDING 


BUFFALO 7, NEW YORK 


For More Information Circle No. 263 
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from 
order 


to 


invoice... 


WRITTEN JUST ONCE 





Just one writing produces all the 
paperwork you need to fill, ship and 
bill an order—when you Direct Copy 
with Oczalid. 





You save costly, repetitious hand- 
copying and retyping. You end 
proofreading .. . eliminate copy 
errors ... get shipments and bills out 
sooner .. . improve customer service. 


Ozalid ends wasteful duplication of 
paperwork throughout your 
business. In every department, 
Ozalid replaces writing or typing 
with inexpensive Direct Copying. 

For the full story, call your local 
Ozalid representative. His number’s 
in the phone book, or send coupon 
below for more information. 


OZALID*" 


DIRECT |COPYL SYSTEMS 


A Division of General Aniline & Film Corporation. In Canada: Hughes Owens Company, Ltd., Montreal 


cme ee ae ae ee 
Ozalid, Dept. 1-10, Johnson City, N.Y. 


Please send more information on how Ozalid 
Direct Copying can help us with our 
(CD Order-Invoicing C) Purchasing CD Accounting 


i 
I 
| C0 Production Controt (CD Receiving CD Engineering 
| MOG. < cecis . 
| Position 

I 


Firm... 


For More Information Circle No. 425 
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A 


a” 


The salesman spent a week in Bermuda on his 
commission. The front office rejoiced. But the 
company lost money. 


What was wrong? Factory overhead. 


This company has a plant-wide burden rate. 
All costs are based on it. In some departments, 
actual overhead is less than the standard rate. 
Profits are high. In others — notably those 
which turned out these babies — actual over- 
head exceeds the standard rate. Prices don’t 
cover it. Profits are seldom if ever. 


How different with the Keysort Plant Control 


cBEE © kk: 


¢ 


There goes another consignment of red ink 


a aes 


Plan! With PCP, the plant manager can pin- 
point burden charges by department ... and 
prices can be set to allow for profit in each 
operation. Because plant operating figures are 
reported on time, unrealistic overhead rates 
can be quickly spotted. 


The Keysort Plant Control Plan can give you 
fast, accurate reports on every phase of fac- 
tory operation. Whatever your size or set-up. 
At remarkably low cost. The nearby McBee 
man has a presentation which will show you 
how it’s done. Jt takes just one hour from 
start to finish. Phone him, or write us. 


Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio + 


Division of Royal McBee Corporation 


Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 











ayenybocly 


...but EVERYBODY... 


SS | 
They rush in twenty times a day: “Where's the Swift?” The machine weighs 

only 64 Ibs. so it moves all around from office to office and desk to desk. My girl friend 

couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 

a flick of the wrist. Where she works they have only a heavy, non-movable machine and 

everyone has to “stand and wait” to use it. I showed her the visible dials, the 

large clear type, the two-color ribbon and even did 150 operations 


a minute for her. Ppe 


i S: Some of the men would like to take ithome ff My beloved 
in its zippered case to finish work at night — but Me, Swift costs 


I lock it in my desk drawer! | $ 
9950 


At better Office Machine Dealers everywhere or write for information TODAY onl 
y plus 


SWIFT BUSINESS MACHINES CORP. tax 


Great Barrington, Massachusetts 
For More Information Circle No. 270 
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For the best in 
USED MONROE 


CALCULATORS 

















You can depend on the quality and condi- 
tion of our used Monroe Desk Calculators 
—offered by the only outlet directly author- 
ized by Monroe to distribute equipment of 
this kind. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey 


For More Information Circle No, 221 
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NEW! Cozewmnac 


Economy Photocopier 


THE ALL-PURPOSE Scou€ 


The new Cormac “Scout” is equally suited 
for normal office work or for out-of-office copying. Built-in compartments 
for paper and supplies! No extra carrying case required! 
Nothing else to take along! Engineered with the same precision 
and styling that has made other Cormac photocopiers famous. 
Fully Guaranteed! 


$249. 55" 


weighs 15 Ibs. 


SAVE TIME! SAVE MONEY! SAVE WORK! 





There’s a Cormac photocopier 
for every copying purpose! 


Also, a complete line of Cormalite Transfer 
Papers, single-copy or multiple-copy . . . in 
every size, weight, type, color. 











Why not arrange for a Free Demonstration of the Cormac in your office, today 
Or, write for free information on complete Cormac line without obligation. 


CORMAC INDUSTRIES, INC. conn, 1986 
Dept. 14, 80 Fifth Avenue, N.Y. 11, N.Y.- ORegon 5-9310 


For More Information Circle No. 429 
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The "EXECUTIVE" File No. 1478 


The "DIRECTOR" File No. 1473 $56.95 
A concealed safety vault, dou protected Dy 


OuDly £ A 
313 x nd tra outer IC A f Tw 
+} ‘ ner r ++ { 1 tw 


mpartment jer k a key 36 4yé , 64K 


Specifications: 30'/2"' wide, 37'/2'' high, 17°’ deep. In olive green or Cole gray finish. 





W 


able mpar Ss uU 32'/2"" w 


¢ rr ~ + 2 eo r 
ame as above but 32!/2"' hig 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 


For More Information Circle No. 239 





STEEL EQUIPMENT CO., INC. 


415 Madison Avenue, New York 17,N.Y. 








r 








COLE’S “ALL PURPOSE” STANDS 


Use it ¢ typewriter table TV stand, kitchen 
Ro on four quality asters, ha 
snd fold-a-way leaves. Opens 

'. Typewriter desk height, Heavy gauge 


Olive areer 


ng piano hinges, Olive 


No, 757 $9.4 


No. 759 (illustrated below) Same 


features as No. 757 plus a 
center desk drawer and book shelf 


Ideal as a student’s desk 


“SECRETARY” CHAIR 


Br 
3rawn ba 
22 
4 


tes. No, 


10 EXCITING COLORS 
ranite Gray, Oak Leaf Green, Sadd / 
Seeak haus aan, Geoes teak fs b No. 2810 


$39.95 








Cole's i ia sane action 
“Heavyweight” i ' . button controls 
Stand “S55 3h 


drop leaves 


""Non-Skid' Top 


Lever controls 
retractable 
casters 


egy TO NAB" x 25" x 2 *h C 4 H No. 779 $42.50 
Non 7 


kid top holds machine firmly a ' 
in place, Green or Cole Gray. H 
No. 779 ; $42.50 : 


Prices slightly higher in Texas, Colorado, West of the Rockies and outside of U.S.A. 
For More Information Circle No. 240 


COL ed ae omal, le 


415 Madison Avenue, New York 17, N.Y 





w Products 


PRINTING CALCULATOR ultiplier dividend, automatic r 
Olivetti Corp. of America, 5 Fift otal of accumulated prod 
Ave., New York 36. N. Y 


Olivetti Tetractvs, 


oc, elevi 
WW th ? 


( YOO QOQ QOQ QY 


rd vhich has 
loub and t e cipher keys. Machin 
yperates at 235 cycles a minute. For 
More Information Circle No. 101. 


1° 6) 


COPYING MACHINES 
ta Mining & Mfg. Co., 


J 6, Muinn., 


, a 1 copies are read 
he ‘J he rmo Fax Pre 
copying machine whic] 
any material regard 


. The cover of the ma 


< 


= line ri vertical leaving a spac 
T arge enough for book ir magazines, It 
yperates on 110 or 220 volts: sells for $429. 
T he Thermo-l’: ‘ourteen is a table-top 
achine whicl pies material up to 14” 
matie printing calculator which provides wide. Its operation is similar to the year 


ie 
5 8 
5 0 
9 8 
53 
9 0 
5 6 
- 
8 0 
20 
20 
7. 
92 


A 


3 
4 
8 
6 
2 
» 
2 
4 
4 
1 
1 
2 
2 
6 


KK 2NOOWN YN 


fon) 
La) 
A 


automatic short-cut negative multiplica ld Seeretary copying machine—the copy 


tion, automatic retention of a constant paper and original are fed into the ma 
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PRODUCTION RECORDER 
International Business Machines Corp., 
99) Madison Ave., New York 22, N. Y., 
makes the Automatic Production Record 
ng Svstem which can save thousands of 
hours in factories on data collection and 
recording. Much of this information is 
poorly or incorrectly reeorded and a sub 
stantial amount finds its way into a 
counting systems. A great deal of these 
datu are unreliable, as well as expensive 
o collect, and inadequate 
sound management decisions. With 
AP? , production variables such as weight, 
count, length and temperature, together 


chine and return automatically in four 

seven seconds with an exact replica 
on the copy paper. It sells for $429. A 
new model of the Secretary copying mia 
chine uses a new white copy paper 
Cabinet stands convert the Premier and 


Fourteen machines into floor models with 


tore copy paper and other oftice 


space to s | 


es. Stand sells for $70. A new 


copy paper expands the Thermo 


paper range to five colors: vellow, 
creen, buff, pink and white. A heavy 
weight, ledger vellow paper, for use in 
he Fourteen machine, is for copying 
ledger sheets and available in 14” x 17” 
and 11” x 17” stock. For More Informa 
tion Circle No. 106. 


H with the related information that identi- 
fies the product and the process, are 
automatically collected in great volume 
and recorded in printed and punched 


form, This information can be fed direct- 

ly to data processing machines to pre 

pare production, cost inventory and other 
reports. Management will have available 

a running picture of current.production 
performance for on-the-spot supervision. 

This APR system’s components may be 
combined in small, simple systems or in 
complex networks, depending on the ap- 
plication. Components include various 

types of input devices clocks, key- 
. ww boards, and a device that converts elec- 
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trical or mechanical impulses from meas 
uring instruments to digital form; stor 


age devices; a programming unit: and 


output devices—an automatic typewriter 


and a tape perforator. All were developed 
to meet the needs of many and varied 
production problems and are compatible 
with measuring 


APR 


$1,200 or 


available 
Monthly rentals for 


from $235 to 


commercially 
instruments. 
Systems range 
more, with an average around $500. For 
More Information Circle No. 154. 


DATA PROCESSING MACHINES 
International Business Machines Corp., 
590 Madison Ave., New York 22, N. Y. 
announced the Ram 650 and Ramac elee 
tronie machines which 


data processing 


dise memories. Transac- 


use magnetic 
tions are processed continuously, as they 
occur, instead of being held until a group 
and bateh 
In a single step, all reeords af 


is accumulated, sorted proe 
essed. 
fected by a transaction are immediately 
adjusted to account for the change. Ram 
IBM 650 Magnetic 
Drum Data Processing Machine with disk 
memory 


650 eombines the 


units capable of storing a total 
of 24-million digits. Ramaec, an entirely 
new machine, contains its own input and 
and 
built-in 


3oth machines operate accord 


output devices unit as 


disk 


processing 
well as a 5-million-digit 
memory. 


ing to a program of electronically stored 


a 

A feature of these continu 
method 
be interro 


instructions. 
ous accounting machines is the 
by which the memory 
gated. With the 
operators at remote inquiry stations may 
‘took? 
in the 


may 


Ram 650, typewriter 


the machine for any of the data 


vast memory. Instants later the 


The 
introduce in 
The 


be interrogated in a similar 


answer appears on the typewriter. 


same remote machines ean 


formation directly to the memory. 
Ramae may 
manner directly from the machine’s con 
Monthly 
Deliveries on 
mid-1957, although 
are being delivered this year. 
Information Circle No. 153. 


charge for Ramac is 


both 


several test 


sole. 
$3,200, will start in 
Ramac’s 


For More 


ELECTRONIC TYPEWRITER 
International 
590 Madison Ave., 
has added an 
to the IBM 


automatically 


Susiness Machines Corp., 
New York 22, N. Y., 


electronic reading device 


Eleetrie Typewriter which 


sets machine’s 


tabulating 


stops while typist fills in a form. Forms 


i 


printed with vertical lines of 


electrically conductive ink at each blank 
fill-in area where the 


tab. 


would norm 
effect, 

what 
the tabs 


typist 
These lines, in 


typewriter. No matter 


ally set the 
program the 


variety of form the typist 


are automatically set, Typist simply op 
erates the tab key and the machine 





*‘reading’’ the lines on the form, posi 
fill-in 
area, This sells for $520, For More Infor- 


mation Circle No. 155. 


tions the carriage before the next 


STATIC-FREE STENCIL 
American Stencil Mfg. Co., 2714 Wal 
nut St., 


static-free duplicating stencil. 


Denver 4, Colo., now makes a 


This new 
Sure-Rite brown stencil combines tough 
and softness and absolute freedom 
static. It is 


for \merican 


ness 
from an all-purpose stencil 


and foreign machines; 


made in all machine sizes, for all makes 
and for water and oil base inks. Can 
mechanical 

Ideal for 


because it is soft and will reproduce the 


be used for a negative or a 


regular stencil. stylus work 


most delicate lines, it is tough so that 


it will not tear under the hardest pres 
sure. It will stand long runs or repeated 
reruns. This will be the company’s high 
est priced stencil, and probably the high 
est priced stencil made today. For More 


Information Circle No. 115. 


FLUORESCENT FIXTURE 
Holophane Co., 342 Madison Ave., New 
Lore it, NX. the 


makes Realite two 


lamp fluorescent ceiling fixtures with full 
which 


controls 
high 
light 
direct 


Prismalume enclosure 
light in all 
level downward light and 


without 


directions, provides 
indirect 
the 


on ceiling glare in 


viewing zone. Unit comes in 4-ft. and 
8-ft. lengths which can form continuous 
runs without transverse supports to mar 
appearance, Each unit can be 
installed directly on ceiling with 
mounting ideal for low 
ceilings where recessing is not desirable. 
Units also are available with pendant 


Easily for minimum 


shallow 
the 


straps and is 


cleaned 


hangers. 
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maintenance costs, light in weight and 
shatterproof. All metal parts are rust in 
hibited and finished in heat bonded white 
enamel, For illustrated literature with 


full specifications, Circle No. 102. 


FLUID DUPLICATOR REAM-FEED 


Standard Duplicating Machines Corp., 
Kverett 49, Mass., makes an efficient 
Feeder for their Rocket Fluid Du- 
Feeder is hydrauli 
cally operated and Standard’s spin type 
feed 


tion assures faultless feeding. 


Ream 
plicator. The Ream 
rolls and positive stripper pin ac 
Feed tray 
soundless and its 


Feed 


a lever is pressed 


action is practically 


operation is simple. rollers are 
of the 
the 
20 Ib. copy paper are placed in 


the 


raised out way, 


500 sheets ot 
the tray 
wrapper, 


down to lower tray, 


exactly as they come from 


the feed rolls lowered and the 


immediately rises, automatically and hy- 


are tray 
draulically to the proper operating posi- 
tion. Correct operating level is accurately 
little to go 
on this new mechanism and it is claimed 
maintenance is practically nil. Feeder 
occupies very little space and is compact 
enough so that the machine, which has 
motor, can be used 
table or desktop. No 
cabinet is though smartly 
styled cabinets are available. At present, 
the De Luxe Ream Feeder will be avail 
able only on electric models of the 
Rocket Electric. Its 500-sheet capacity 
saves time in reloading during a work- 
ing day. For More Information Circle 
No. 130. 


maintained. There is wrong 


a self-contained 
separately on a 


necessary, 





DICTATING MACHINE at ! tral unit. Accessories 


Magnedisk Dictating Co., 52 E. Brink weqodianetin ee ee 
St., Crystal Lake, Ill., announce peaade:. eee Machine —— 
asy, low-cost dealer-factory 


More Information Circle 


Magnedisk lictating-tre ee isis med for ea 
servicing. For 
No. 125. 


chine wl 
trol operation. magnetically records 
etation on pre-grooved 
reusable and mailable PORTABLE PENCIL SHARPENER 
C. Howard Hunt Pen Co., Camden 1, 
N. J.. now 
Portable Peneil arpener in green, blu 
an and tones in add yn to the stand 
d grav. The portable machine is being 


The sensitive microphone is 
tation and fast playback. En 
corrected 
error-free 
erased wi 
scriber cannot 
when withdraw 
and inserting footpedal. 
f machine is set f 
scription. Another signal 
end of record is reached. 
automatic shut-off which 
machine is not used for three n ites, vert oin ry me, won’t secrate} 
Interco1 plugs into macl for ‘top and shay ot spill out 
two-way ¢ munication. eC] » oper: if receptacle. Information 
Circle No. 111. 
DESKS & 


CHAIRS 
[Imperial Des} 
Co., Evansvi 
Ind., makes 
Profile Group 
sculptured wood 
office furniture 
with suspended 
construction which 
each piece 
of de- 
ean bk 
used singly or in 
groups. Styled like 
the finest house 


hold furniture and 
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sculptured from genuine walnut through- 


out. Clean and restful in design so that 
would office a 
better, more enjoyable place in which to 


its presence make an 
live and work, the Profile Group cam 
from the board of W A. 
miento, a Peruvian designer. Fach detail 
has been patiently worked and reworked 
{ the a harmony of styling 
ind construction. New 
developed to 


drawing Sal 


o make result 
finishes have been 
the rich 
ness and natural beauty of genuine wal 
nut. Matching chairs 
Danish-Modern backs 


curved seats for 


accent inherent 


feature flairing 
with 


legs 


and 


restful ease. Covers 
include genuine top grain leather, U. S. 
Naugahyde, 
suit individual preference. 


Information Circle No. 118. 


SHELF FILES 
Jasin Mfg. Co., U. S. 31 at 
Ave., South Haven, Mich., Jasin 
\ ustable Steel Shelf File Cases with 


fingertip 


combinations ti 


For More 


fabrie or 


Michigan 
makes 


adjustment lever to 


set shelves in any position on 1” cen 
bolts, 


loose 


ters. There are no screws, lugs, 


clips or other small parts. Cases 


are 20-gauge steel with a triple reinfore 
ing flange on front and back edges to in- 
erease vertical 


load-carrying capacity. 


Shelves are 18-gauge steel with reinfore- 
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ing flanges on all edges. Units are made 
with backs and tops in and 
56” widths and heights of 30”, 36”, 48”, 
60” and 72”—all 12” deep. Shelf depth is 
1052”, Smooth resistant, 
phosphate 
Mojave sand, 


closed 


surfaces of rust 


coated steel are finished in 


Persian 


\lpine 
gray baked enamel. Can be painted any 


green or 


color. Units come complete, knocked 


down, in cartons and can be assembled 


with a screwdriver. Assembly bolts are 
hidden. and file 


as required. Variety of 


Extra shelves dividers 


can be ordered 
sizes and good appearance of these shelf 
units make them useful as bookcases. For 
More Information Circle No. 128. 


ADDING MACHINE 
Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., makes the Remington Rand DX-94 
Eleetrie Adding Machines 
dexterity keys 10-key 
Among its features are 


with square 
touch 


true touch 


and key 


board. 


method multiplication, automatie divi 
the Simplatape 


prints only the essential elements of the 


sion, exclusive which 
problem, and exclusive positioning and 
tab keys which permit dual multiplica- 
tion and dual addition. The DX-94 comes 
in six pastel shades planned to add a 
bright note to honey 


office interiors: 
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beige, white sand, desert sage, 
green, and limelight. 


More Information Circle No. 161. 


CALCULATORS 
Facit, Inc., 404 Fourth Ave., New York 
16, N. Y., announces two new high-speed 
CA1-13 and CS1-13, 
tirely new exterior design, developed for 
added 
ance. The machines have been engineered 


velour, mist 


caleulators, with en 


sturdiness and attractive appeat 


for more quiet operation bv the suspen 


sion of the internal assembly in rubber 


hood. 
slanted at 


and insulation of the Kevboards 
on both 


to the desk surface toward the operator. 


models are an angle 


Improvements have been made on the 


electric plug and lead-in, and in visi- 
bility by the addition of built-in decimal 
pointers. On the fully automatic CA1-13 
ealeulator, the knob 


keyboard as a 


reverse has been 


moved to the separate 
lever, making the machine more compact 
and dustproof. The semi-automatie CS] 
13 has 
isters and 
mobility. 


electrical clearance of all reg 
rubber wheels in its base for 
30th these for- 


merly on only the fully automatic model. 


features were 
Like previous Facit calculators, the new 
built of fine Swedish steel 
gauge tolerances, and are very 
durable, requiring little maintenance. 
Functionally designed, the mechanisms 
are dustproof and resistant to extremes 


machines are 


to close 


of climate and temperature. Moving 
parts withstand the roughest treatment, 
and exterior surface is resistant to dam 


age by knocks and blows. Controlled by 


166 


a two-bank keyboard of ten digits, ma 


> 


chines can be easily learned. By using 


the touch 
attained 


high 
The small 


with 


system, speed may be 


quickly. keyboard 


hand, 
paper 


also allows operation one 


leaving the other hand free for 
work. The compact construction of Facit 
eliminate 
fully 


figure set ean be 


machines tends to operating 
errors. All 
that each 


checked in its register. 


processes are visible sO 
instantly 
Onee a numeral 


is set, 1t Cannot be ch inged by ace!) 
dentally touching the kevs. For More In 


formation Circle No. 119. 


PINFEED FORMS REGISTER 
(American 


First mst... Joston 


Co., a70 Kast 
Mass., 


Register 


Register 
zl, markets a 
Pintfeed 
of the 
folder 

two-tone 


Autographic with all 


features of its regular Are re 


register such as attractive, blue 


hammered finish, simplicity of 


loading, locked refold compartment, one 


turn operation. In addition, it has posi 


tive feed control and perfeet registration 


for pinfeed operation and marginally 


punched forms. It be used with 


may 


regular bond paper and new Superite 
Some of the j 


with 


earbon. forms may be in 


terleaved one-time earbon for re 


use later, or be earbonized 
NCR (No 
paper may be used 


partially 


sheets. Carbon Required 


without any gripper 
marks showing as in dise feed registers. 
This register is available in four widths: 
15/16", 534”, 614” 


of 516”, 614” 


and 814”, and lengths 


This 
replace the disc feed register, but sup 


and 81%” does not 


plements the line and is available in 


erank and electric 
For More Information Circle No. 


manual or operated 
models. 


164. 
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FOLDING CHAIR 
Clarin Mfg. Co., 4640 W. Harrison St., 
Chieago. 44, TIIl., 


folding host chair, designed to provide 


makes the Commuter 


quick, auxiliary comfortable seating for 


the offices of executives who frequently 
require extra chairs for overflow confer 


Styled to fit harmoni- 
ously into the most luxuriously appointed 
private offices. 


ences and guests. 


Chair has 2” foam rub 
ber seat and nylon frieze upholstery in 
choice of 60 color combinations with 


frames in silver, gold, bronze, 
taupe 
for ten years. 


Circle No. 133. 


PAPER CUTTERS 

Lith, Ine., 145 West 45th 
York 36, N. Y., has added 
line. The smaller is 


9014". 


gray, 
metallie 


For 


and green. Guaranteed 


More Information 


Michael 
New 
paper cutters to its 
854”; the larger, 
addition to the regular 14” 


e. 


two 


These -are in 
The 


854” size will serve duplicating depart- 


model. 


ments with stencil, spirit and other small 


equipment, while the improved 2014” 
machine can cut and trim for office dupli- 
with 


machines up to 14” 


larger dupli- 
eating x 20”. To- 
gether with the 14” basic model, the line 
useful selection in 


size. All 


eating departments 


offers a 
low 


now more 


terms of cost and three 
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models are of the same heavy steel con 


struction and are low-cost manual paper 


cutters engineered along the lines of 


machines. All 
with 


eutting 


locked 


larger precision 


are automatically safety 


latch when cutter is open and all have 


back tables equipped with a permanent 
guides for 


For More Information Circle No. 


rule and movable easy set 
ting. 


114. 

DESK LAMP 
Wheeler Co., Greenwich, Conn., 
Sight Light lamp, 
larger desk as a 


Fane 


makes a new model 


designed for the 


ae Pen ae se is: 7 
nent to overhead lighting. Al 
completely new in appearance, 


Arm uses all the 


supplet 
though 


the Executive Swivel 
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patented Sight Light f and en 
ploys the use of three-level illumination, 
590-100-150 watts. The 


Arm graceful 


eatures 
Executive Swivel 


has a which extends 


16” from a 


arin 


specially weighted wafe1 


base and rotates 360 Solid 


polished 


brass combined with smart decorator 


Light that will 
blend with The No. EX-200 
is priced at $36.50. For More Information 
Circle No. 112. 


colors make this a Sight 


decor, 


any 


WARDROBE RACK 
Gingher Mfg. Co., Dept. 
Depot St., Scranton 9, Pa., 
racks which fold 


uses are 


O-106, 314-328 


makes ward 


robe for storage be 


tween and easily portable. 


Equipped with 6” rubber tired wheels, it 


is gentle ti 
Accommodates 


glides easily and quietly and 


floors and carpets. wraps 


for 24 persons and takes only 30 seconds 








i 
+} } 14 
to assen ble WwW hout boits, serews, or 


Touch 


locked-in 


tools. Shelf ends have Finger 


Lock Sets pulling against base 


bars that take rough handling and weight 


bearing when assembled. Disassembled 


in less than 30 seconds to package 


making it transport on an ele- 


vator and requiring only 114 sq. ft. stor 


easy to 


age space. Completely mobile whether set 
up or folded. Free wheel casters permit 


lock stacked racks to be wheeled away in 


168 


81Ze, 


ndividually. Square tubular 
construction 
light 


decora 


furniture steel spot-welded 


strength and rigidity with 


ight. Finished in a choice of 
tor colors or in a matching color of in 


dividual preference. For literature on the 


complete Gingher line, Circle No. 108. 


SECRETARIAL POSTURE CHAIR 
Chair Co., Dept. O, 
City 6, Mo., 
time, a 
Chair can 


Cramer Posture 
5 Charlotte, 
that in 


complete Secretarial 


Kansas 


announces one minute’s 


Posture 


be assembled before your eyes from a 





hat 


larger than a 


irrving case scarcely 

bo The chair will be left for your 

secretary to try out at her convenience, 
th no obligation. While the chair is 

being assembled, the Cramer man _ will 

explain in detail the advantages of the 

alminum base construction, the oversize 


that 
foam-late» 


non-revolving spindle, the bearing 


wobble, the contoured 


the three simple 


can’t 
adjustments 


cushions, 


all made without tools, and other im 


portant details of the chair’s construc 
tion. There will be no check-out difficul 
ties since the luggage-type case measures 
only 17”x18”x1l” and is readily admit 


If you would 
office, 


ted to office building. 
like the 


Circle No. 109. 


a ny 


demonstration in your 
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Coming to augment the M-2 


The new REX-ROTARY M4 


Electric Mimeograph 








BOHN DUPLICATOR CORP., 444 4TH AVENUE, NEW YORK 16, NEW YORK 


For More information Circle No. 192 
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ELECTRIC COLLATORS AUTOMATIC LABEL PRINTER 


Collamatiec Corp., 103-10 State High Weber Marking Systems, Div. of 
way 23, Wayne, N. J., announced the ad Weber Addressing Machine Co., Dept. 
dition of a Printer Series to their line of 8-1, Mount Prospect, Ll, n akes the 
electric collators. Featuring a bin width Model 80 Label Printing Machine which 
of 21”, these machines will accommodate permits printing product and content 
sheets up to 10” x 14” and, by utilizing identification labels as needed. This can 
two adjacent bins for a single sheet, will mean savings in label printing cost and 
accept sheets up to 20” x 14”. There are’ elimination of label inventory and sto 
16 models in the Printer Series: 8, 12, 16 age. The Model 80 produces 105 labels a 
and 24 bin models available in either minute complete with variable informa 

tion, vet is no bigger than an electric 
tvpew ! It prints fror nexpensive 
rubber plates made to the user’s speci 

ations. Variable nformation, such as 
s1zZze, Wwe ol t. color, date, ete., s printed 
from sticky-back rubber type that can 


be added and removed from the plate at 
any time. Machine’s printing head and 
ink fountain can be easily detached and 


a stencil printing drum substituted to 


print shipping labels, packing slips and 
other small forms. The Model 80 pro 


duees labels fron 1,’ ae to 41" x 6” 





Consol operator seated) or Spacesaver 


design (for desk or tabletop . Al] 
Printer Models can be supplied with Col 
lamatic’s adjustable stroke feature that 
permits gathering odd size sheets down 


to 5144” x 814” without the need for spe 





cial trays, bins or inserts. Location of ad 

the automatic starter button beneath the 

left hand enables the operator to actuate It uses fadeproof, waterproot ink which 
the machine as a natural consequence of ‘ir sets and dries instantly. Inks are 
jogging the last set into alignment. This available in a wide range of colors. 
split-second coordination assures greater Practically any stock gummed, un 
production and easier operation. The gummed, cloth or pressure sensitive tape 
Printer Series also is equipped with Col may be used. An automatic pre-set 
lamatic’s Magic-Feed rollers which pro- counter keeps exact count of labels and 
vide sure, positive sheet delivery, while shuts machine off when run is completed. 
insuring against double feed. A _ port Unlike a printing press, the Model 80 
able stapling-stacking bin is available as never needs cleaning and requires no 
an accessory to enable the operator to printing experience to operate. It meas- 
quickly staple and stack the sheets. For ures 9” x 20” x 11” high; weighs 44 lbs. 
More Information Circle No. 175. Furnished complete with printing head 
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BINDINGS 


right in your 
own office 

















PLASTICO 
HAND PUNCHING 


AND 


BINDING MACHINES 


For More 
Information 
Circle No. 422 


Write today for the name and address 
of your Plastico Distributor 











with 3M Plates 


BRAND 


| 
Here’s How to Assure 


100% Plate Consistency 


and Superior Quality Results 


RESEARCH | 7 


Pick The “Quality Controlled” Plates—Consistency is the rule with Pre- 
sensitized 3M Brand Photo Offset Plates. They are chemically-processed 
and carefully controlled at every step in manufacturing. By eliminating 
time and money wasting variables, such as dimensional instability and 
exposure and development time, 3M Plates assure trouble-free performance. 
Long-lived 3M Plates are always ready to use. When stored and protected 


by 3M Brand Process Gum, a processed 3M Plate can be kept indefinitely. 
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Handy Plate Package Holder—Easy To Make 
To help minimize the danger of kinks by 
careless handling, a simple wood rack to 
hold a partially used package of plates can 
be easily made. Chemicals and sponges can 
be stored out of the way in back. To avoid 
handling scratches and fingerprints, most 
platemakers hold plates by the corners and 
hang, rather than stack, them. 


3M Plates Are Chemically Water-Receptive 
The deep red image area on a properly devel- 
oped 3M Plate is highly ink receptive while 
the non-image area is extremely water recep- 
tive. Correct ink and water balance is easy to 
obtain and maintain. The smooth surface 
means quick, easy desensitization, too. Be- 
cause they require less water, ink emulsifica- 
tion, is minimized colors are truer, 
more vivid. 


Correct Exposure Means Extra Mileage Long, 
trouble-free runs and superior quality can 
be assured with 3M Plates by simply asking 
your platemaker to expose to step 8 on the 
gray scale (outlined in free ‘‘Platemakers 
Guide’’). With 3M Plates, there can be no 
dot or line distortion, because the surface is 
grainless — flawlessly smooth. Everything in 
the original negative is reproduced perfectly! 


FREE! Platemakers Guide and Pressman's 
Guide Authoritative, valuable guides for 
platemakers and pressmen are available free 
to you. To secure your copies, write: Minne- 
sota Mining and Manufacturing Company, 
Dept. ER-106S, St. Paul 6, Minnesota. Put 
dependable, economical 3M Plates to work 
for you. You'll save time and money .. . and 
get superior quality results. 


Quality Lithography Depends on 


a Perfectly-Smooth Plate 





M 


BRAND 


+2" 22 


Photo Offset Plates 


"3M" is a registered trademark of Minnesota Mining and Manvfac- £ 
turing Company, St. Paul 6, Minnesoto. General Export: 99 Park 
Avenue, New York 16, N.Y. In Canada: P.O. Box 757, London, Ontario. 


For More Information Circle No. 366 
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and interchangeable stencil printing 
head. Sold outright or on rental-pur 
chase option basis. For More Informa 
tion Circle No. 107. 


SMALL SAFE 


Miller Lock & Safe Co., Wilson & Baker 
Aves., Trenton 9, N. J., makes the small 
Safeguard Safe which is installed as fol 


lows: floor plate is secured to any founda 


tion with ten serews provided. It can 


be installed on any floor, under a table, 


in filing cabinet, attie or cellar, even 


truck or boat. Onee secured, 


the plate can 


in a Car, 


be removed only by re 


The safe slides on 
channels over the anchored plate, cov 


moving the screws. 


ering the screws and making them inac 
The face of the 
the floor plate. When the combination 
lock is turned, a bolt slips through the 
frame into the anchored plate, securing 
the safe and making it part of the floor. 


cessible. safe conceals 


Safe cannot be moved until the combina 
tion is The insulated 
against fire, in addition to being protec 


opened. safe is 
tion against accidental loss or burglary. 
Two sizes, outside dimensions: 5” x 6” 
x 12”, 10 lbs., $19.95; 
314 lbs., $9.95. 
Circle No. 171. 


4%" x 5” x 6”, 
For More Information 
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CARTRIDGE FOUNTAIN PEN 

David Kahn, Inc., North Bergen, N. |J., 
makes the Wearever Ink Cartridge 
Fountain Pen which sells for $1.49 and 
duplicates the most popular features of 
ink cartridge pens that retail for more. 
Pen free from 


seconds: 1s 


reloads in 
messy bottle filling; has more ink capac- 


ity with constant visibility of the ink 
level in the pen. The buyer has choice of 


The $1.49 


and six ink eartridges in 


points and colors, price in 
cludes pen 
transparent vinyl case. Supplied to re 
tailers in a full color lithographed card- 
board counter merchandiser that holds 12 
pens in upright, easy to buy, positions. 
The clear vinyl containers reveal the pen 
and its half-dozen ink cartridges. For 


More Information Circle No. 127. 


ELECTRIC COUNTING MACHINE 
May Engineering Co., 14549 Victory 
3oulevard, Van Nuys, Calif., makes 
the Mark-N-Count machine for 


ing and 


count 


marking packages and 


pa rts 


\ package or part to be counted 
is lowered on to the upside-down porous 
rubber stamp for a count, and then moved 


on without further handling. It promotes 
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“I’m tempted...to get a postage meter!” 


‘Fine thing! Executive secretary, take 
120 words a minute, and here I am 
—sponging and sticking stamps, and 
thumping envelope flaps .. . If I have any 
influence in this joint, we're going to have 
a postage meter!” 

Even the smallest office can afford a 
postage meter—the DM, desk model. 
Small, light, inexpensive, the DM is a real 
postage meter. Saves time. Saves postage. 
And saves trips to the postoffice—always 
has the right postage on hand. 

With the DM, you print postage as 
you need it. Insert envelope, dial amount 
wanted, press lever, and your letter is 
stamped and postmarked. You can also 
print a small ad of your own if you like. 


PITNEY-BOWES 
Postage 
’ Meter 


Offices in 94 cities 
in U.S. and Canada 


Prints postage for parcel post on special 
tape. Has a moistener for sealing envelopes. 

Metered mail, is already postmarked, 
takes less time in the postoffice, can often 
make earlier trains and planes. 

A DM can be set for as much postage 
as you want to buy at one time. It records 
postage on hand, and postage used, on 
visible registers. Keeps your postage safe 
from loss, damage, theft. 

There are models, hand or electric, for 
every Office. Ask the nearest PB office to 
show you! Or send the coupon for free 
illustrated booklet. 


FREE: Handy desk or wall chart 
of Postal Rates, with parcel 
post map and zone finder. 


Meco 
a YOUR 
PitNey-Bowes, Inc. ©" 
3419 Pacific St., Stamitord, Conn. 


Send free CQ booklet, CQ Postal Rate Chart to 


Name— 


Address 


For More Information Circle No. 433 
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more messy labeling! 


SO EASY TO USE 


1. SNIP—yYou can cut to the desired size, 
easily and quickly. 


2. STRIP—Remove back- Available 


ing to expose the activated 


adhesive. AMBER 


. STICK—Apply with finger pressure. It BLUE 


sticks indefinitely to metal—wood—cork— 
glass—plastic—any clean surface. GREEN 


4. INSERT—Iinsert label YELLOW 


Restecated taarte 1a + or card. It's open on three 
for easy typing See sides for your convenience. 
r in 

furnished. 











HUNDREDS OF USES AVAILABLE 
You can enjoy neat, attractive labels IN 3 SIZES 
anywhere in office, factory, store or PS-Ya—'"n "¥6" 
home. 

on desk trays storage shelves PS-34—-34,"x6" 

library shelves display units —- 
cabinet drawers parts bins Poet = 1x6 





For auto dealer parts bins, etc. 


Available from, your Office Supply Dealer or for information write. to 


Office Products Tne. wrens 


West Coast Distributor: Canadian Distributor: 
Arch K. Ansty, 171 2nd St., San Franciso 5 + The kuckett Loose Leaf, Limited, Toronto 14, Ontario 


Territories available for Dealers and Distributors 
For More Information Circle No. 297 
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accuracy by getting an accurate count 
in less time than other methods. No re- 
checking is required and no ‘‘thinking’’ 
is required to make accurate 
counts. The porous rubber stamp has a 
bakelite holder, somewhat the shape of u 
collar button. It is easy to change stamps 
from day to day, if desired. Stamp holds 


quick, 


enough ink for 500 or more stampings 
A retaining ring pro 
from 


without re-inking. 
tects the stamp and microswiteh 
damage and rough use. The recessed 
counter has a zero re-set wheel, and each 
count is announced by a bell in the ma 
chine. When plugged into any 120-volt 
outlet, 


means of an 


machine gives accurate counts by 
circuit. Double 
impossible. Ma 


electric 
counts or chatter are 
chines are sold direct from the factory at 
$59.50 net in small quantities. For More 


Information Circle No. 131. 


TAPE & DISPENSERS 
Mining & Mfg. Co., St. 
Minn., announces two special 


Minnesota 
Paul 6, 


deals offering a heavy duty dispenser at 
half-price or a bracket dispenser free 
with the purchase of 12 2592”-long rolls 


THe Orrice—October, 1956 


NO WONDER THE BOSS 
ENJOYS WORK SO MUCH 


WITH HIS 


NEW BROWN E-MORSE 


ALUMINUM POSTURE CHAIR 


It’s so comfortable ... 


... you hardly know you’re 
working. New Browne-Morse 
Aluminum Posture Chairs with 
the most advanced designs help 
you produce more work 
(up to 30%) with fatigue-free 
comfort. it’s the most modern 
chair made for work or rest. 
And it’s cost is low. 


Browne-Morse complete line 
of Posture and Straight Back 
Aluminum Chairs are skili- 
fully engineered to provide 
utmost comfort, durability 
and efficiency 


Molded foam rubber cushions 
and durable upholsteries in 
new modern colors give 
chairs a new look for years 


THE EXECUTIVE 150 


BROWNE-MORSE ALUMINUM CHAIRS ARE ONE OF 
THE FASTEST SELLING LINES AVAILABLE. WRITE 
TODAY FOR DEALERSHIP INFORMATION. 


For More Information Circle No. 298 





ot Seotch brand cellophane tape. soth order?’’ Using an accredited formula, 


establishes exact order points for any 


special offers ending Dec. 15 are time 
to meet the demand during the heavy ock item. The caleulator indicates, fo 
Christmas wrapping season. Deal B offers 

the functional bracket dispenser free 

with a dozen rolls of the 2592 cello 

phane tape. The bracket dispenser cai 

be quickly mounted on the side of a 

counter or display case, or on a wall for 

easy access by clerks wanting a handy, 

but out-of-the-way, supply of tape. In 

supermarkets, the dispenser can be at 

tached to the side of gondolas tor on 

the-job repairs of displays. Deal HD 

offers the heavy duty dispenser at half 

price with the purchase of 12 rolls of 

tape. This portable dispenser, with a 

heavy metal base, can be moved fro: 
counter to counter to meet packaging 
needs. For More Information Circle No. 
156. 


ORDER POINT CALCULATOR silts ik is acai ial ical a 

Van D. Mark, Box 67, Mont Clemens, whic a replenishing order must 
Mich., offers the Order Point Caleulator - lering above this level will 
‘*When to ‘ in exce nventories; ordering 


Methods Experts Use f) [| r | TYP F I. 
Inked Ribbon Attachments ” 
q |. For Continuous Form Work 
Reduee Coste 
Adaptable to all Machines 
Make INKED Copies 
Eliminate Carbon Paper 


Low Cost 





1 meignet 
an ‘ 
4 Duplicates Thousands In Use 
INKED : For Many Years 
RIBBONS 
2. For Bookkeeping Machines 
PAYROLLS, JOURNALS, LEDGER 
AND STATEMENTS, ETC. 
@ Make INKED Non-Smudging copies 
@ COMPLETE VISIBILITY of entries 
@ Eliminate Carbon Collation 
@ Eliminate Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 











For More Information Circle No. 314 
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* choose from 

” | over 1,804 different 

styles, colors and 
sizes of | 

Static-Free Stencils! 


— 


2. 


@e, 


o 


“"gap I’M SURE YOU'LL AGREE 
Ay WITH ME THAT THIS IS 
. THE BIGGEST LINE OF 
a STENCILS IN AMERICA. FOR 
gp YOU THIS MEANS YOU'LL ALWAYS 
“a — B ' HAVE A FRESH STENCIL IN THE 
ng % SIZE AND STYLE YOU WANT. A 


* 
*@amennns®” 


You name it! We have it! Great big stencils, 
little stencils; standard stencils, foreign machine 
stencils; quality grade stencils, economy grade 
stencils; film stencils, plain stencils; standard 
guide lines, special guide lines; stencil negatives 
for multilithers; Formographed church and music 
stencils; and stencils for water base inks, If we 
don’t have it, we'll make it up for you. No 
matter how you look at it, you will find the 
stencil you want at your SURE-RITE dealer—or 


write for our new explanatory catalog. 


NEW —now all SURE-RITE Stencils are 
specially processed to be Static-Free! 


an Stencil Mfg. Co. 
2714 Walnut St., Denver, Colo., Phone AComa 2-2714 


IN THE MID-WEST, CALL YOUR LOCAL PANAMA.BEAVER MAN — ALWAYS A LIVE.WIRE 
aa IN THE EAST, CALL TRU-RITE, INC., 116 BROAD STREET, NEW YORK, NEW YORK, 





For More Information Circle No. 409 
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DON’T TELL 


**Secrets’’ 
on your 


Business Forms iS 


\B 


7 


“Adiseteai Lithofold | 


“SECRET SPOT” 


CARBON PAPER 
OMITS 


on any part of any form 


any information 
in any position 


MODERN! EFFICIENT! 
FOOLPROOF! 


Far superior to block-outs, cut-outs, car- 
bon spots and other previous methods. 

Our exclusive process creates desensi- 
tized areas (‘Secret Spots’) which auto- 
matically prevent carry-through of 
entries. Permit closer register, and wider 
variation of size and shape. 


ae srgt ‘ rg\a’ 
“SECRET SPOTS’3ive you 
POSITIVE CONTROL OF INFORMATION 
— variable on each part of any form. 
DELETION WITHOUT DEFACING 
— provides neater, more dignified forms. 
ACCURATE POSITIONING ANYWHERE 
— any size, shape or number per sheet. 
OPEN AREAS AVAILABLE 
— for printed instructions, advertising, 
records, etc. 
Available on: 
LITHOSTRIP marginally punched, continu- 
ously interleaved forms and 
LITHOSET one-time carbon sets. 
Write today for full details and Free Sample Set. 


oomathin 


$00 BITTNER ST ST. LOUIS 15. MO 
For More Information Circle No. 362 
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below will result in inventory shortages. 
30th the basic inventory minimum and 
the appropriate safety allowance are com 
puted and clearly shown. 
The Van D. Mark Order Point Caleulator 
includes a safety allowance factor which 


automatically 


establishes a consistent, practical contre] 


without guesswork. [It automatically 
balances the cost of having a safety sup 
ply against the cost of shortages to de- 
hold for 

plastic, 
fade 
One turn of the top dise 


termine the best quantity to 
Made of 


laminated so the printing will not 


emergencies, sturdy 
or serateh off. 
determines the order point amount and 
the safety There are no deci 


While only 6” in di 


ameter, the calculator can indicate usage 


allowance. 
mal points to place. 

from one to 10,000 units, lead times from 
one week to over two vears, and order 
points from one to 100,000) units. 
Priced at $6 each, f.o.b. above. For More 


Information Circle No. 154. 


OVC! 


POSTAL SCALE 
Pelouze Mfg. Co., 1218 Chieago Ave., 
Evanston, Ill., makes the Countess 2-lb. 
| seale with easy-to-read dial which 


indicates postage for all classes of mail 
including parcel post by zones. Mileage 
range of each zone is also indicated. The 
M-2 Countess scale has attractive, two 
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for important 


Office use...the finest 
typewriter papers in America 
Neenah rag content bonds 


and onionskins 


Neenah quality papers are recommended for: 


* Briefs 

¢ Contracts 

¢ Documents 

¢ Abstracts 

* Certificates 

¢ Valuable records 

¢ Prestige correspondence 

¢ Legal and financial reports 
and all important office uses. 
Neenah papers are also 
available ream wrapped 


Please send me the free pamphlet, Boxed Typewriter 
yore . Paper... how to buy it and why. Plus a list of distributors 
| Vy handling Neenah Typewriter Papers. 
CNM. LL Signature ; 
THREMRATER PREERS, 05 
Attach to your letterhead and mail to: 


neenah paper company, neenah, wisconsin 





For More Information Circle No. 219 
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New Phone Amplifier 
Frees BOTH Hands! 


TEL-O-MASTER 
® Amplifies INCOMING message 
¢ Picks up OUTGOING conversation 


Adjustable volume increases sound up to 7 
times; no installation or electrical connections; 
finished in handsome mahogany. Only $69.50. 


Dealerships Available Now 


FISHER 


Pe BES = 
For More Information Circle No. 248 


> D PLANOMATIC 
the Modern Office 
Planning 


Research Laboratory, Inc. 
Dept. TO-1, Palo Alto, Caiif. 











PLANOMATIC SAVES MANAGEMENT TIME 


M & M INDUSTRIES 


P. O. Box 91 South Milwaukee, Wis. 


For More Information Circle No. 250 
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tone enamel finish with plastic base and 
chrome platform; for $4.95 ($5.45 
in West). It fits into a die-cut dealer dis 
play card. For More Information Circle 


No. 129. 


sells 


SPIRIT DUPLICATOR 
Ltd., 56 
Road, Sparkbrook, Birmingham 11, 
the 
Spirit Duplicator, especially designed and 
American offices. Al 

this machine has th 
features: cartridge 


feed, 


Fordigraph Gran 
than 


king) 


Export 


and, makes Fordigraph 100 
enginecre d for 
though low in cost, 


following loading : 


fluid, 
master clamp, reller moistening of paper, 


“automatic paper automatic 


fluid 
pressure roller 
Machine is 


lust proof whenclosed. It weig 


uunual pump for instant eontrol, 


self-aligning and reset 


table ounter, compact and 
isonly 261, 
d has convenient handle for carry 
ng. Makes « 
t”, Has nvlon gears require no 
Chis n pro 
d it duplicators 


North 
distribu 


S. al 
opies on sheets up to ad 
which 
lubrication. anufacturer has 
duee and so 

the wor except 
since 1935. Exelusive 


pe appointed in all States and 
stock in New 


More Information Circle No. 


delivered from 


For 


DISPOSABLE BALLPOINTS 
Parkway Pen Service, 660 W. Wash 
Blvd., Los Angeles 15, Calif.. 
>” and 7” disposable Ballpoint Pens 
black, and red 
are Prices 


ington 
offers 
n blue, green (ink 
the 
>} a dozen to $233.30 for ten gToss. 


Without clips they 
Hot stamp imprinting on the pens is 3%4e 


ana 


ven color same). range 
Trom >. 


are 75e less per gross. 
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Huon 
EuUL€ 
e (ULF 


PULL OUT Style 


2 
~ 


UNIFORM 
LEGIBILITY The one-time carbon and second sneet combina- 


tion formed in a’ single pre-aligned unit that pro- 

vides copies of superior quality and increases 

aE typing production at the same time. Simple to 
use... far faster than most other methods . . . 
AX] and every copy is clean and uniformly legible! 


— 
4S \ 
Vy y) Take advantage of the opportunity to learn how 
\7A7 typewritten copies can be improved by writing 
today for samples and complete information 
about Huron Copysette. 


Ls 


me 


pa cieeecamaneainietattiiia 


CLEANER 
FRESHER 


STATIONERS . . . We invite your inquiries. 
Send for samples, descriptive literature 
and price list. 


SO SIMPLE 
TO USE 


--- 


Bat |] PORT HURON SULPHITE & PAPER CO. 
FAST AND bien! PORT HURON, MICHIGAN 
EFFICIENT ie a 


For More Information Circle No. 197 
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DEPENp 
ABLE jg the way h 
c Word ‘ 


Depend on ADDO-X to 
perform the thousand and 
one adding, subtracting 

and multiplication jobs each 
day with amazing speed,” 
quietness and smooth action. 
Operators are more relaxed, 
more efficient on ADDO-X 
machines. The STEP-O- 
MATIC lever offers 
calculator performance 
when multiplying. 

Write for descriptive 
literaturet today. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET, NEW YORK 19, N. Y CIRCLE 5-6940 


WEST COAST BRANCH 
WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD 
LOS ANGELES, CALIFORNIA, TEL: DUNKIRK 5-224 


“At 175 r.p.m. 


+Also on our NEW two register machine. 





For further details mail this advertisement with your letterhead 
For More Information Circle No. 206 
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per line for less than 100; 


le per line for 


more. Their line ineludes other 
ball liquid lead pencils 


For More Information Circle 


models ot 
and refills. 


No. 136. 


pens, 


OFFICE CHAIRS 

Ohio Chair Co., 
added two office chairs to their 
line. No. 2200 is an 
and No. 


which is also 


Ohio, has 
Rest-All 


swivel, 


Youngstown, 


executive 

straight 
for the 

2200 its finest 
luxury and 


2250 a chair 


2200, 


deluxe 

a match mate 
The manufacturer calls the 
achievement in massive 
heavy-cushioned comfort, combined with 
scientific control. Its features 


include heavily padded foam rubber seat, 


posture 


arms and backrest. Base is cast alumi 


num. The base and other aluminum parts 
are available in natural finish or deep, 
pastel or metallic 
enameled. The 2250 is the 
ious straight chair of the 
It, too, is heavily 
able with natural 
finish or special colors anodized or enam 
eled. 
leathers; 


colors, anodized or 
luxur- 
-All line. 


and avail- 


most 
Rest 
cushioned 
aluminum parts in 


30th chairs are available in genuine 
fabries; full 
plastic-finished, simulated lea- 
thers or shiny black, perforated or plain; 
or special. For More Information Circle 
No. 113. 


luxurious color 


range of 
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You Get Things Done 


BOARDMASTER VISUAL CONTROL 


Graphic Picture of your operations— 
spotlighted in color. You see what is 
happening. Saves you time, prevents 
errors. Simple and Flexible. Easy to 
operate. Write on cards and snap in 
grooves. Ideal for Production, Sales, 
Scheduling, Inventory, Etc. Made of 
metal. Compact and attractive. 


Full Price $4950 with Cards 


24-PAGE BOOKLET NO. F-200 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 
For More Information Circle No. 344 


CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


cAshiel ‘CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 
For More Information Circle No. 345 
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REPRODUCING BALL PEN reproduces perfectly when used in mak 
Fisher Pen Co., Dept. OFN, 7333 W ing the master. The chemical properties 
Harrison St., Forest Park, Ill., has de of Repro Black allow it to be used even 
veloped Repro-Black ink for Fisher Ink 
Pen-Cil non-refillable ball pens designed 


in making additions or corrections to the 
master while the master is wet on the 
duplicating machine. In reproduction by 
photocopy, photographing, heat, chemical 
or electronic processes, the dense black 
dye of Repro-Black ink on the master 
results in sharp, high-contrast copies. 
When used in gelatin, spirit and stencil 
duplicating or for making multiple car 
bon copies, the free-rolling ballpoint on 
the Fisher Ink-Pen-Cil assures strong, 
sharp masters without tearing. Some 
large commercial users have already 
adopted the Fisher Ink-Pen-Cil for gen 
eral office and plant use. Repro-Black’s 
permanence assures them easy, sharp re 
production of any record or file, accord 
especially for office use. Repro-Black ing to the manufacturer. Repro-Black 
was developed to improve reproduction Ink-Pen-Cil and other Fisher products 
on all oftice duplicating equipment as well such as Fisher 1-For-All ball pen refills, 
as to serve everyday clerical purposes. are available through stationers. For 
In the offset process, Repro-Black ink More Information Circle No. 138. 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING HORDER’S, INC CARPENTER PAPER CO 
MACHINES Horder Building Omaha 2, Nebraska 
801 Sixth Avenue Jackson Blvd. at Jefferson Fort Worth, Texas 
New York 1, N. Y. Chicago 6, Ill Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 253 
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Poorer 


The New X CPme 


in the modern office 





.. And the something new that has 
been added is the ALL NEW 
ELECTRIC COLLAMATIC - 
today as much a part of the office 
scene as the electric typewriter - 
electric adding machine - postage 


meter - mail opener. 


j] aed models available 


COLLAMATIC FIRST with an electrically 
powered office collator is today - 
FOREMOST with the widest variety of 
models available - able to deliver 
immediately an electrically powered 
collator to meet almost every 
conceivable office collating requirement. 
MODELS AVAILABLE ARE 
Standard Series — 8, 12, 16 or 24 bins, either 
Spacesaver or Console Models. 
Adjustable Stroke Series — 8, 12, 16 or 24 bins 
{to accomodate varying paper sizes), either 
Spacesaver or Console Models 
Printer Series — 8 or 12 bins (standard or 
adjustable stroke), either Spacesover or 
Console Models, 


MANUFACTURERS OF THE WORLD’S LARGEST LINE 
OF ELECTRICALLY POWERED OFFICE COLLATORS 


COLLAMATIC CORPORATION 103-10 STATE HIGHWAY 23 
WAYNE, NEW JERSEY MOUNTAINVIEW 8-2900 
Don't miss the unveiling of the new COLLAMATIC—Booth 113—N. Y. COLISEUM, —OCTOBER 15-19 
@) 1956, Collamatic Corporation 


For More Information Circle No. 252 
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ADP 


tomated Data 


A question confronting many companies cally and efhciently. Early in the planning 
is this—*Will automation help us?” If so. stages he can design the correct forms- 
“What kind of automation will help us. system that will give you the utmost from 
and where do we start?” When deciding vour data processing equipment. If auto- 
what to do or what steps to take to process mation will help you. ADP is a logical 
data automatically, the Moore representa- starting point. because proper form de- 
tive is a helpful man to call in for advice. signs and construction play an important 
He can help you plan the system that’s part in sound planning for a data process- 
exactly right for you...the system that ing system. An ADP system can be in- 
helps vou meet your objectives economi- stalled all at once or in planned stages. 


Ye 
; 


\ 4 


' 4 


he a 


, 
See ee ee 


\ 
The Moore man 


/ 


ZS ¢ omposite’ expert- sources and expertence ot the world’s largest. 
ence to vour prol . Behind him are the re most versatile manufacturer of business forms. 


Faster shipments and complete control — with ADP. A small or medium- 
sized company can improve its order handling and invoicing by using 


fundamental ADP applications SEE CASE HISTORY ON FACING PAGE p> 
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on ‘ 
WAREHOUSE ~— Data on the tape, is wire-trans- 
mitted to the warehouse. On the receiving ma- 
chine a second form set is automatically typed. 
This set includes Bill of Lading Copies, packing 
list and label copy and warehouse order. 


SALES OFFICE— Customer orders are received by 
mail or telephone in the Sales Office. Many 
of these request shipment same day. The Sales 
Department types a Moore 6-part Speediflo 
Invoice form. At the same time a tape is punched. 


Pg 


na | 


PRICING CLERK—The warehouse copy is sent to 
the Pricing Clerk—for pricing quantities shipped 
and marking back-ordered items. Extensions are 
computed and entered on the form. It is for- 
warded to Sales for completing the invoice. 


SALES OFFICE—A new invoice containing back- 
ordered items is prepared and data is wire-trans- 
mitted to the warehouse. Here a new Shipping 
set is prepared and filed until the new stock is 
received. The system provides faster work flow. 


Moore Forms are the heart of the system 


Moore’s ‘Automated Data Processing’ means the continuous and 
integrated operation of data’ processing, using automatic ma 
chines. Any company, large or small, can enjoy practical ADP 
benefits like those above. A good start is calling in the Moore 
man to review your system requirements. He’s in the Classified 
or can be reached by writing the Moore office nearest, below. 


MOORE BUSINESS FORMS 


Inc 
Emeryville, California 


The Moore 
6-part Speediflo 
Niagara Falls, N. Y. * Denton, Texas * 
Since 1882 the world’s largest manufacturer of business forms and systems. 

Qver 300 offices and factories across U.S. and Canada. 
For More Information Circle No. 408 
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BEVCO Meets Your Needs With Quality 


Tubular Steel VENTILATED Furniture and Costumers 


The Welcome Corner 


The first impression in your Reception Room 
Plastic Webbing and Wrought Iron Furniture 


MORE COMFORTABLE—LONGER WEARING 
ATTRACTIVE—AT LOW COST. 


Complete Line of Contemporary Furniture. 


Lounge and straight chairs, designed to protect your 
walls. Assortment of tables with Formica Tops and 
Expanded Metal Shelves. 


ripe ~en Setting $95.00 list ad COAT and HAT RACKS 
The Most Comfortable STORE MORE GARMENTS 
Office Furniture IN LESS SPACE. 6-8 per foot. 


Mirror like chrome 1” tubular steel. 
Cushioned Comfort 
Sit Soft 
Sit Safe 
Sit Posturally Correct 


Posture Swivel 


6 easy adjustments to fit all g > 
body types. Extra wide seat. PS33A 


Your Body 
Needs 
To Breathe 
For Comfort ~ 


Only Bevco permits , 
free circulation of , 
air to entire body. 








Complete line of 
Swivel Chairs and 
Straight Chairs for 
Offices and Institu- 


tions. 
36" Double Shelf $39.95 36" Island $55.95 
2" Hooded double row oilless ball bearing casters 
may be had on floor models for $5.00 


Guaranteed Products—Immediate Delivery—Ask Your Dealer or Write Direct 
For More Information Circle No. 312 


|B : ) \ ‘CO PRECISION MANUFACTURING COMPANY 
831 Chicago Avenue, Evanston, Illinois 





MICROFILM READER 
Recordak Corp., 444 Madison Ave., 
New York 17, N. Y., makes the 
Motorized Film which has elec 
tronic eontrols and a larger 
for easier full 


Recordak 
Reader 
viewing 
screen. Screen size is 14” 
width reading of documents without sean 
ning. At two higher 


30 and 40 diameters, 


magnifications of 
obtained with ae 
cessory lenses, one face 
f all ‘higher 


reductions by the duplex or duo methods 


interchangeable 
documents microfilmed at 
is also viewed in full. The wider 
of the backs of 
to eliminate scanning to check 
Filn 


between speeds of | re. per 


screen 


brings part documents 
into view, 
information on the back. travel is 
controllable 
for scanning to 600 ft. per minute 
100-ft. roll of 


rewound in 


minute 
for rewinding. A film can 


pletely 


I 


be con conds., 


For slow inspection of film, scanning 
lever can be locked at any desired speed. 
Film is in foeus at all times. The en 
larged images of most documents moving 
at slower speeds can be interpreted at a 
With slight finger pressure, film 
advanced or rewound at any 
A foot pedal control is furnished 
advancing or revers 
Interchangeable 
microfilmed at any of the 
seven reduction ratios most commonly 
used in 16mm microfilming, to be viewed 
All loading and operating con- 
within easy reach in front of 
Images may be rotated 


glance, 
can be 
speed. 
as an accessory, for 


ing film. lenses allow 


documents 


with ease. 
trols are 
the screen. 
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ee 


NO OTHER 


y PAPER CUTTER 


zf 


Ie 


_ FOR SMALL JOBS IS BUILT 


TO SELL SO LOW! 


THE MICHAEL 
14” ALL-PURPOSE 
PAPER CUTTER 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 
for stationers, advertising agencies, 

/ photo finishers, banks, insurance 
companies, schools, colleges, small 
eh printers, letter shops, offset shops. 

Order from your dealer or 


Michael Lith 


145 WEST 45TH STREET 
NEW YORK 36, N. Y. 


For More Information Circle No. 339 


BOTTOM LINE 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 

For fast, accurate 

typing of bottom 

line index on all 

visible cards 
10 Card Sizes — $2.00 to $2.45 


PALSON MFG. CO. 
280 Main St., Worcester 8, Mass. 
For More Information Circle No. 343 
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IT’S VISIBLE 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 good carbon 


copies. 


WRITE FOR 


gs 


9554321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Bronch_-105 W. Madison St., Chicago 2, Ill. 





For More information Circie No. 305 
SUPER 


Su OSCILLATOR 


sta 1250 MULTILITH OR DAVIDSON 


30% 


SHELL ONLY 


$40" 


COMPLETE WITH 
OSCILLATING MECHANISM 


@ STOPS SCUMMING 


¢ Full PLATE 
* PRINTING COVERAGE 


SHARP TONES 
CLEAN REVERSES 


@ FLUCTUATES INK 
* For CLEAN PULL 


212 MISSION STREET ¢ SAN FRANCISCO 5 @ CALIF. 


For More Information Circle No. 306 
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through 360° and immediately placed in 
upright reading position on the 
without removing the film. A 


control moves f 


screen 
lateral 
to side or 
feature 
from the 
minutes, 


from side 
A built-in 


paper fac 


} } 
up and down. allows 


re producing similes 
projected 
This can be done in natural 
darkroom. The Recordak 
‘ilt teader, Model PM-1, 
of three lens 


tra assemblies are $22 


crofilm in a few 
room light 

any one 
00 ( s $25. Reader n ay be 
for $25 a month. For More Infor- 


mation Circle No. 116. 


LAYOUT TABLE 

















»-Ruling and Strip 
lustrated) can be 

optional equip 
tray in 
ill-welded steel] 


pencil 


ing forms, tracing, 
other work 
on negatives and sheets being duplicated 
yr printed. Table costs only $185. 
For More Information Circle No. 126. 


squaring up, and 
alone 
THe Orrict 


October, 1956 








May We Ath You a Personal Question? 


Does Your Desk Work 
For You or Against You? 


Will Organize 
Your Work 





It Will Save You 
Time, Effort and 
Give You 
Well Organized 
Thinking 











On sale in all leading stationers 


and office equipment stores. 


Ask for Work-Organizer 
Write for book, Do NOT accept a substitute. 
‘*HOW TO ORGANIZE DESK WORK” 


Work-Organizers make splendid gifts for Home or Office Use 


WORK-ORGANIZER SPECIALTIES CO. 
DETROIT 9, MICHIGAN 











For More Information Circle No. 201 
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ONE OFFICE BEAUTY 
THAT WORKS 
EVERYWHERE 





The 
CONSOLETT 


Stand 


Smooth, enclosed design comple 


ments the appearance of any office 


provides comfort and privacy 
for its user. Assures rigid stability 
for all office machines. Rolls easily 
and safely on retractable casters 


Write for prices and literature. 


SOME DEALERSHIPS AVAILABLE 


Srourer STEEL PRODUCTS CORP. 


Menomonee Falls, Wisconsin 


More Information Circle No. 295 


POSTING TRAY 
Evans Specialty Co., 1803 E. Grace Bt., 
Richmond 23, a., makes an _ all-stecl 
crinkle finish and 
‘ards separated 
strips at the 


place. There Is no 


is saved in posting to o1 
from cards constantly referred to. Made 
in three widths for cards and letter size: 
544”, 8%” and 9": all trays 15” long. 
Kasily moved, steel follower block. Fou 
More Information Circle No. 103. 


ROLLING TRUCK-LADDER 


Rol-Away Truck Mfg. Co., 6143 S.F. 
l‘oster Road, Portland 6, Ore., makes the 
Stock Picker combination truck and lad 


der designed for handling stationery and 


supplies in narrow aisles ani 
cramped quarters. Measuring only 41” by 
20”, it has a safety ladder which folds 
1D to the truck. Ladder operates 


by a lock lever which automatically 
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“On the American business scene”’ 


Goooood Morning! And the practiced hands of the familiar, gray-uniformed 
postman give a final riffle through the envelopes . . . the morning mail. 
Other practiced hands slit the envelopes and extract the contents. Arranged 
in neat stacks with the “important” mail on top the letters and envelopes are 
placed on the desk of “Dear Mr. Jones” and “Dear Mr. Smith”. 
Bright and gleaming white as a newly starched 
dress shirt. Gilbert Quality Bond Papers can give all 
of your business correspondence that “important” look 
which prompts action. The “stand-up” and “stand 
out” qualities of these, America’s finest bond papers, 
are due to their carefully selected new cotton fibre . — 
content. They are also tub-sized, air-dried in a sepa GILBERT 
rate manufacturing operation for a rich cockle finish parce Company 
and superior erasability. 
Ask your printing supplier about Gilbert Papers. 


Gilbert Quality Papers 
Gilbert Bond, Resource Bond, Radiance Bond, Lancaster Bond 


ER IS ALWAYS BETTER / WRITTEN ON A ¢ BERT | 


For More Information Circle No. 412 
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TRADE MARK 


to bring you today’s new 
writing tool for the office 


Leading firms across the country 
are equipping their offices with 
the new VELVET ball PEN.cil 
because: 
it combines best features of 
pencil and ball point pen 
wood barrel has lighter, com-| 
fortable feel of a pencil 
improves record keeping, lowers 
costs, raises efficiency 
no point to break, wear down 
or sharpen | 
finest ball point mechanism | 
nothing to press, click or turn 
ink supply lasts for months 
3 styles for every writing job. 
¢ Regular. For all general pur- 
pose writing. $3.00 per dozen. | 
¢ Super Fine. For extra-fine writ-| 
ing. $4.20 per dozen. 
| 


VELVET - ball PEN-cil 


«Liquid Velvet. For 
fluid “‘lead pencil’’ 
writing and erasabil- 
ity. $3.25 per dozen. 
Order from your com- 
mercial stationer 
today! 


VEIVLT 
ball /#¥-cil 








Buy the economical dozen packs 


VEIVET 
ball PEN-cil 


nothing writes like a Velvet 


©1956 Prices slightly higher West of Rockies 


not use. The 
rubber-tipped feet de 
when the operator steps 
automatically. With 
down, of 
off the floor making it 
Ladder 
three abrasive-covered steps, 
making it eas’ to high 
heels. Women like its safety features and 
its all and 

free rolling casters makes for easier han 


For More Information Circle No. 


ladder when in 
four 
that 


spreads 


folds the 


ladder has 
signed so 
iv, ay 
lever rear easters 


lifted 
to stand on the top shelf. 


lock 
are 
wide, 


iS) climb, even in 


aluminum construction 


dling. 


104. 


LARGE BLUEPRINT FILE 
Momar West 


Chicago makes two large 


Industries, 4523 32nd St., 
>, Tl., 


iolders f 


s1zes ot 


—? 


blueprint 1] or use in the regular 


Glider Blueprint Rack. The regular siz 


Standard plan holder is 24” long. 


The special sizes are C-2 36” long and 
C-3, 48” long Prices for the individual 
plan holders is $4.25 for the C-1, $5.75 for 
2, and $8 for the C-3. Glider Blue 
Racks with 12 
$110.50 complete. The 
12 48” p s $136.50. 


to hold any thickness of plan set securelv, 


the C 
print 36” plan holders are 
Glider rack with 


lan holders i Designed 


without punching holes in_ blueprints. 
Whole sets or single sheets can be slipped 
into the holder and clamped tightly by 
the This 


ren insertion 


thumbscrews. permits 


turning 
well as ot 
prints. Any sheet in a 
replaced without removing 


Each holder clamp holds 


easy oval as 
prints or sets of 


he 


sheets. 


set can 


other 





AMERICAN PENCIL CO., HOBOKEN, N. J 


For More Information Circle No. 299 
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from 1 to 100 sheets. The Glider Blue 
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(2p garest thing to printi9 
XN you’ ve CVE, onien 


...prints with paste ink through silk screen 


Simply snap the ink tube into position 

. that’s all. Automatic controls take 
over. No pads, no brushes, no cans, 

no leakages ... Completely clean... ! 





Sales and Service 





Gealelnor ==! 


World's First and Foremost 
Manufacturer of Duplicating Equipment. . . Since 1881 


Simple...Swift...Clean and Economical Per gh quae Manes 


style paste ink is processed through a 


The Gestetner will reproduce illus- 
trations, ruled forms, hand lettered 
signs, etc... . and in color, too! You 
will marvel at the automatic con- 


trols . . . the hushed, smooth per- | GESTETNER DUPLICATOR CORPORATION 


formance . . . the spotlessly clean 216 Lake Avenue, Dept. 138, Yonkers, N. Y. 
operation. Gestetner is stencil dupli- ® 


cating modernized along the lines of 
the modern printing press . . . yet 
costing no more than conventional * 
duplicators. Your Gestetner will y, COMPANY 
quickly pay for itself out of its ex- @ appress 
traordinary savings... ! = 


silk screen for finer stencil work. 
No liquid inks to drip or leak. 





#% Please send descriptive literature and specimens. 


= NAME 











CITY STATE 
For More Information Circle No. 218 
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“OO0ll or Oud ? 


Bott. VARY-TALLY 


Multiple-Unit Reset Counter 


Using Vary-Tallies is the fast, accurate way to 
separate the turnover items from the ‘‘turkeys”’ 


in sales . . . the rejects from the okays in pro- 


duction — size by size, color by color, flavor by 


flavor, price by price. Because you count, you 


arranged compos 


in tiers, Mme 


stands 
Tolly con ye’ pe 
: mbinations 


of 66 co’ 
ond 


high 


bonks te 
even down 


| wide 


a 


i 


CHICAGO 6, ILL. + NEW YORK 19, N. Y. 


KNOW. Because you know, you COUNTROL 
Because you control, you PROFIT! Note the 
construction features below . . . write for news 
sheet and prices .. . tell us what YOU want to 
count 
@ All Parts Corrosion-Resistant; Work 
ing Parts of Hardened Steel 


@ Not Affected by 
Cold 


Extreme Heat or 


@ Individual Tag Above Each Counter 
Window Not Strip Tabs 


@ Veeder-Root Quality in Every Part 
@ Easily Readable from Any Angle 


Bold Figures Always Centered in Win 
dow No Glare 


@ Easily Portable 
for Long Wear 


VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 
“The Name That Counts” 


yet Ruggedly Built 


GREENVILLE, S. C. + MONTREAL 2, CANADA 


OFFICES AND AGENTS IN OTHER PRINCIPAL CITIES 


For More Information Circle No. 204 
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ot 
are no 


Visible 


constructed entirely 
There 
holts to seratch other furniture. 
ot 
Any 
prints can be slipped off its track 


print Rack is 


steel, finished in 


oray 
gray. 


ndex shows location sets. 
holding 
fo 


For 


glide in and out. clamp 
use while prints are still in clamp. 


More Information Circle No. 132. 


DUPLICATING CABINET 
Mim-E-O Steneil Files Co., 1219 W. 
Chestnut St., Chicago 22, Ill., makes the 
Model 48SD Duplicating 


Cabinet which 


single door 


occupies only 20 inches 
square of floorspace and has a pocket in 
the that supply of 
wrappers. <A shelf, 
124,” side provides 
eonvenient The 


unit is 


door holds a large 
handy 
the left 


working 


pull-out 
on 

extra 

all-welded 


space. 


heavy steel 


gauge, 


completely rigid and assures quiet ope 
ation for all duplicating equipment. Four 
adjustable glides provide instant leveling 
floors, or height 
to 30”. Other 
features include the single easy-swinging 
that firmly 
opens easily. Two roomy supply shelves 


on uneven adjustment 


construction 


from 2814” 


lustproof door closes and 
provide ample storage for boxed stencils, 
paper stock, gallon fluid 
This smaller cabinet is ideal 


is a secondary unit in large duplicating 


masters, and 


containers. 


operations or as the major unit in smaller 
offices. 


121. 
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For More Information Circle No. 


it takes a 


to SAVE 
FILING 
* space * time * money 


Companies everywhere are gaining additional 
space with this new filing system that 

can double the capacity of your present 
filing department! Besides space-saving, 
filing is faster, easier, more efficient 

and more accurate — all at 

great economy in cost 

and operation. 


“TWICE AS 
MANY 


RECORDS IN 
THE SAME 
SPACE” 
or “SAME 
AMOUNT 
OF RECORDS 
IN HALF THE 
SPACE!” 


Send for Record 
Survey Form & Terminal Digit Filing 
Manual. No Obligation! 


Visi-Shelf File, Inc. aan t 
105 Reade Street New York 13, N. Y. I 
Please send the following: ' 
File Survey Form { 
Manual on Terminal Digit Filing ’ 
Catalog & Name of nearest distributor! 


Seren unw ae eesecesy 


For More Information Circle No. 289 


199 





ONE-TIME CARBON SETS 


Carteret v 


Why does she New York 13, N. Y., now makes Dupli 


settes in any style to meet users’ specifi 


love her. ae requirements. They can be ordered in 


special eolor combi iaTIONS, pre punched as 


BOSTON for Salting, with company aad’ fopett 
CHAMPION 


Printing Co., 480 Canal St., 


I 
] 


aye 


ave 


ww 
dt Fw 
74 oi at Laem oe 


iat 
or ew 
* .~ 


Po 
-“” 


its and other data as required 
purpose. Standard 81” x a 


tte second sheet and carbon sets 


AVE ] 1 de top boxes of 
| 


goldenrod, canary, pink, green, 
and white. For free samples, litera 
and prices, Circle No. 120. 

It’s handsome . . . feeds itself . 

won’t scratch . . . so easy to 25-YEAR CALENDAR 

operate ... cuts beautiful points ,. D. Blehart Co., 10 Fiske Place, Mt. 

every time... dependable... Vernon, N. Y., makes the Sked-U-Cal, 

and clean, too—no messy fall-out a 25-vear, remainder wall calendar with 

of shavings from pencil receptacle. aminated monthly calendar cards having 

Want to see your office efficiency . | Sled Be al | 

go up? Put a Boston Champion eames : 

Portable on every desk. A small 

investment—but a mighty im- 

portant one for busy, mod- 

ern offices. 


seeeae 


All Boston Sharpeners 
guaranteed one year. 


C. HOWARD H U NT 


, y 
PEN CO., Camden 1, N. J. . 
BRR RRO RRA. . S ; 


Also manufacturers of SPEEDBALL pens and products 
date spaces for eraseable notes. Calendar 
is about 2 ft. square, rigidly constructed 
with Masonite backboard. Cards can be 
inserted or removed from the front o1 
1 


side Recess holds monthly name ecards 


For More Information Circle No. 317 
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QUOTAS ie att 





Te Bes SB 





PRODUCTION | 





>) INVENTORIES 











“SCHEDULES = | 





; 


DISPATCHING | || Fe Wayne 











MACHINE LOADING 








Dr Johnson Mr Smith 














PN Ne /ISIBLE 


VISUAL CONTROL PANELS 


Chart Action, Indicate Trends, Show Results, 
Permit Comparison, Picture Organized 
Facts for Analysis and Decision. 


: a Complete flexibility with limitless signalling and charting 
Trensporent >, possibilities . . . Easily adapted to your individual record 
So” insertable requirements. 
Index Lightweight panels contain clear plastic tubes which are 
% 2 individually removable and may be shifted from one posi- 
‘ tion to another . . . Clarity of tube provides full legibility of 
Opaque indicaver rg ‘oe contents. 
, Signals snap on or off at any point . . . Hold 
WP Andie i position until positively moved .. . Slide 
end eres 2 smoothly back and forth . . . By-pass freely. 
TUBE INTERIOR SIGNALS Insertable index feature afford triple signalling petential: 


by position, by color and by legend of index. 


a 7 tr mt mee 


Fold over Transparent Opaque 











SIBLE RECORDS, INC. _CROZET, VIRGINIA | 


a {ACME Visible R tDS. 


Pavcale Conlldih- (€) Send us more information on Visual Control Panels ©1056 
100 Taboo C) We are interested in Acme Visible equipment for records 














50 % 
“ wilable 7, 30, 0 Have representative call. Date Time 
aud FO inoh witltho Company Attention 
} Address 
City Zone State e 


For More Information Circle No. 220 
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for type that 
sparkles like 


"4 


{ 


ah 


SS IQ ss 


Cleans type CLEANER! Handy dauber whisks away 
dirt and goo ir seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smort new orange-and-blue carton on 
your dealer's shelves 


CONTAINS NO CARBON-TETRACHLORIDE 


69¢ at all stationers and typewriter dealers 


For More Information Circle No. 293 


Ny 
i 
\\ 


N 


Nt 


\ babi \b\\\ 





THE 


NEW 
“CURTA” Calculator 


Will do ANY 
calculation that 
a large, expen- 
sive desk model 
will do. 


Completely 
Portable 


Weighs 8 oz. 


Adds-substracts 
multiplies 
divides 
extracts sq. root 


See your Office 
Machine dealer 


or write: 


UTILITY SUPPLY CO. 


641 W. Lake St., 


Chicago 6, Ill. Dept. ''O"' 











For More Information Circle No. 294 


| 
| 
| 
| 
| 
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hold the 


Written 
cloth 


and there is black and 


space to 


red pencils supplied memos are 


xd clean with a or tissue. Com 


plete E usable without reference to any 


printed as ar 
More Informa 


other calendar an be in 
For 


advert 


tion Circle No. 105. 


ising smiun 


DESK ORGANIZER 
296 Sengbusch 


Wis., the 


organizer of 


Seugbusch CO. 1 
Suilding, M 
Adapto-Rack 


with 9 


ilwaukee makes 


sectional desk 


all-steel gauge steel wire sepa 


baked 


compartments 


green 


catalogs, ete, 


label 


for 


orrespondcence, 
I 


acetate-covered holder 
ith 
ion of contents. Two 
attached to the sturdy 
ge, threaded rubber pads to pre 
With 


Seng 


white stripping quick 


end wire 


base 


and damage to desks, 

of units or more, 
provides free to stationers 
blotters featuring dealer im 
prints. Catalog sheets are also provided. 
For More Information Circle No. 174. 


nt slipy 


-—- 
order 


ing 
every SLX 


busch 


advertising 


500 


BUILDING MAINTENANCE GUIDE 

Advance Floor Machine Co., 4100 N. 
Washir Ave., Minneapolis 12, Minn 
offers a lanning pro 


an orderly scheduling 


ngton 


work p guide which 
for 


the maintenance 


system 


work ol 
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before 


Told ailite 
that 
Bal-> 4) 
eyalalalate! 
To) a 









call the Vari-Typer Man! 





In 15 minutes he'll show you how your own office typist 


can cut printing costs 40% with Vari-Typer composition.. 


re If you use printing of any kind... you can save up to 40% or 
se more annually with this amazing office type-composing 
machine. It produces professional-looking 


typography....with automatically evened 
margins, perfect line and letter spacing in 
your choice of hundreds of different printer’s 
style type faces. Send the coupon, and let 


Vari-lyper lorporation 
720 Frelinghuysen Ave. Newark 12,N.J.— 


[__] Please have the Vari-Typer Man 
phone for a convenient appointment, 
[—] Please send Vari-Typer Book C-83. 


the Vari-Typer Man show you...in your LJ ; 
E own office....in 15 minutes! NI iss dos sake va evecacaddedensssiscts taacneveedes 
N. I sk isiidikdeboerisisaccicien eal i 
2, Nari-Typer re ER EN | 
ro 4 
ng ChE sais iesicxcccssts ZONE: STAT Ess. cesses r 
ce Heads photo-composed on Coxhead-Liner. PO i niiesbiticnniteictninsiidessdibaianavece : 
Text Vari-Typed on Composomatic Model. a a A A we —— 
. ; For More Information Circle No. 217 
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WHAT KIND OFA = BOSS...PiNI/ PANT! THERES 
PURCHASING AGENT —— SOMETHING § FORGOT ON 























TAKE IT FROM ME,., 
= EVERY BODY IN THE OFFICE 
¢ , LIKES LE7TEREX — IT DOES 
rK/s'a( AWAY WITH OLD FASHIONED 
aye SHEETS, KEEP YOUR OFFICE 


a> 





o JUST SNAP ADART 


Innn an 
LETTEREN 
carbon paper sets (a set is one 
second sheet lightly gummed 
to a piece of disposable carbon ) 
are available in all colors. 
Write or wire for samples and 
details to LETTEREX, 

1640 Connecticut Avenue, 
Washington 9, D.C. 





For More Information Circle No. 423 
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crew. Suitable for use in buildings of all 7 
types and sizes wherever there is a main- 

' tenance operation large enough to require 
services of one or more men. Makes pos 


sible more efficient housekeeping from ex PARKWAY PHOTOCOP PENS 
if ae ee : FOR ALL COPYING MACHINES 
30¢each $3.00 per dozen 
(QUANTITY DISCOUNTS) (Re 
Send *1.00 for Trial Order of 5 Pens ! 


PARKWAY PEN SERVICE 660 W. Washington Bivd, 
Los Angeles 15, Catifornia 


BALL POINT PENS FOR INDUSTRY 
For More Information Circle No. 355 











“1 do laborless filing, in 
half the time-with 
CORRES-FILE ® 


.-.! love it!” 


isting manpower and equipment. Guide 
also contains tips on maintenance meth 
ods for various kinds of floors and sug 
gestions for proper care of equipment. 
For the free guide, Circle No. 139, 

CORRES-FILE increases efficiency — saves 


: ‘time (50%) and money—improves employee 
BINDER LABEL HOLDER morale, by taking the file clerk out of the 


Office Products, Inc., 9920 Freeland, | laboring class! PATENTED 


Detroit 27, Mich., maine an improved Saves 
| TIME, LABOR and 
up to 40% in SPACE! 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn. 


Slip-On Label Holder, for indexing all | 
types of open-back, post binders. The 
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FAST!! SAFE!! 


FILING—FINDING 
USE 


ATLAS VERTICAL 
FILING SYSTEMS 


FOR 


NEGATIVES 
OFFSET PLATES 
STENCILS 
X-RAYS 
SWATCHES 
ART WORK 
MASTERS 


Write for 
Complete Catalog 


ATLAS HANGERS 


A Type for 
Every Need 
Choose the hanger 
best for your re- 
quirements 
DNP (illustrated) 
Nega-Plate envel- 
ope hanger for off- 
set plate and nega- 
tives 
SH for serrated edge 
offset plates 
PH for pinhole edge 
offset plate 
DSH for standard stencils 
DGR for foreign heading stencils 
PSC for offset plates, negatives, stencils, 
etc. 
GIH Gripdex for group and specialty 
filing. 
See the new addition to the ATI 
LINE and the improved 1956 AT 
ERS at the National Business 
York, Booth M-57. 





ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 


For More Information Circle No. 304 
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holder can be re-used from one post 


binder to another. Its openings are de 


signed so that the holder will quickly 


slide into position, to fit perfectly on any 
size of post. The insertion lock portion 
of the holder is especially treated, on 
both surfaces, to grip firmly. In spite of 
this, it can be removed at any time with 
out marking or adhering to the ledger 
sheets. Slip-On Label Holders are made 
of vinyl plastic, which will not warp or 
three 


2%" for small post binders; 


standard sizes: PBS 
PBM 
x 21%” for medium size post binders; 
PBL 2” x2%” for large post binders. 
For More Information Circle No. 170. 


curl, in 


TELEPHONE INDEX 
West 57th 


makes the 


Braden Steel Corp., 250 
Street, New York 19, N. Y., 
rilt-O-Matie Phone Mate 
tilts back so that all ecards can be written 


on with ease. 


Index which 
Half of some other indexes 
is rarely used because it is difficult to 
write on an upright vertical page which 


arene 
é 
, 
’ 
> 
‘ 


does not have the patented Tilt-O-Matic 


mechanism. Cards are easily changed 
or replaced with an exclusive loose leaf 
binder designed to prevent dog-ear wear. 
No parts to pull out or put together. 
Made of walnut grain metal with leather 
ette inlaid in red, green and tan, Tilt-O 
Matie retails at’ $1.95. For More Infor- 
mation Circle No. 137. 
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WORLD TRAVEL SERVICE 
TRAVELERS CHEQUES 
MONEY ORDERS 
FOREIGN FREIGHT FORWARDING 
CUSTOM BROKERS 
FIELD WAREHOUSING 
FOREIGN REMITTANCES 


| 
Wattonal Accounting Machines save us more than 


100% annually on our investment!” 


“Our vast network of sales outlets and services requires a high 
speed, modern accounting system. We estimate that National 
Accounting Machines save us over 100% on our investment 
annually. 

“National's simplicity reduces operator training to a mini- 
mum. The many automatic features promote accuracy, because 
what machines do automatically, operators cannot do wrong. 

“Our operators are pleased because they do their work 
with less effort and the flexibility 
of the National enables us to do tiLDtbéce A 
several different accounting jobs 


on the same machine.” President 


THE NATIONAL CASH REGISTER COMPANY, vAYTON 9, oHI0 


989 OFFICES IN 94 COUNTRIES 


— AMERICAN EXPRESS COMPANY, 
New York 


In your business, too, National 
machines will pay for themselves 
with the money they save, then 
continue savings as annual profit. 
Your nearby National man will 
gladly show you how. Or write to 
us at Dayton 9, Ohio. 


#TRADE MARK REG. U.8. PAT OFF 


For More Information Circle No. 411 
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ALL S 


ErasERSTIK 














HIDING MY 
A.W.FABER 


GRASERSTIK 





ALL FOR MYSELF! 


I don’t mind if they 
borrow my lipstick—but 
no mistake about it, an 
EraserStik is a girl’s best 
friend. It erases with- 
out a trace. I don’t see 


how you can turn out 


beautiful letters without 
an EraserStik. 


GIRLS, EraserStiks are 
so economical — only 
10¢ each, 20¢ with 
brush — you can have 
your very own to use 
and cherish. Let no one 
palm off a ‘‘just-as- 
good” substitute. Be 
certain it has the 
AWMW.Faber imprint on 
its gleaming white 
polish. 





PENCIL CO., INC. NEWARK 3, N. J. 





For More Information Circle No. 300 
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INDEX GUIDES 
Mfg. Co., Minn., 


makes Smead’s Top Sealed Index Guides 


Smead Hastings, 
which are plastic sealed on both sides and 
across the entire top at the points ot 


greatest wear. These guide sets are 


packed six to a dispenser. The dispenser 


is available in three standard sizes 5” x 
3”, 6” x 4” and 8” x 5”. Available A to 
Z, 1 to 31 and monthly. Although almost 
invisible to the naked eye, the plastic 
seal assures penetration and the ultimate 
in wear. For More Information Circle 
No. 135. 


CASTERS 
Mfg. Co., 
5, Ohio, makes a complete line 


Master 


Cleveland 


9200 Inman Ave., 
of quality casters for all types of metal 
Master Made 
casters, highly polished steel balls oper 


and wood furniture. In 
ate on two separate raceways that are 
locked permanently together to form a 
solid Steel bearings and bearing 
surfaces are hardened to guarantee last 
ing performance. Continuous ball bear 
ing action gives effortless swivel action 
at all times. The new caster is ‘‘ guar 


unit. 


THe Orrice—October, 1956 











You can increase 


tying speed 


80% 


or more with a 


Package Tying 


Machine 








80% production increase with one machine! Seems incredible, 
doesn’t it? But it’s true when you do your twine tying with a 
Bunn Package Tying Machine. Here’s why: 


Bunn Tying Machines are at least five 
times faster than old fashioned hand 
tying. If your present hand tying op- 
eration takes 8 hours a day, that same 
volume can be turned out on one Bunn 
Machine in 1% hours... or less. That 
gives you at least 64 more man hours 
every day ...a gain of 80% or more 
in productive time . without in- 
creasing your payroll one cent. 


Here are other ways Bunn Machines 
save time and money: 


Automatic adjustment to any size or 
shape without manual changeovers. 


No Waste: Automatically uses just 
the right amount of twine. 


B. H. BUNN COMPANY 


Controlled tension prevents cutting into 
product ... can’t slip off . . . reduces 
package breakage and product damage. 
Slip-proof knot can’t come undone even 
with rough handling .. . approved by 
postmasters for mail tying of all kinds. 
Simple operation is fatigue-less . . . be- 
ginners become experts in minutes. 
Mail the coupon today. Learn for your- 
self why .. . almost anything which 
can be tied by hand can be tied faster, 
better and more economically. 


MAIL THIS COUPON NOW 


B. H. Bunn Co., Dept. OF-106, 
7605 Vincennes Ave., Chicago 20, Ill. 


Please send free booklet which illustrates the 
many advantages of Bunn Tying Machines. 


Name Reatisias 
Company . 
Address - 

City _ 


Zone . State — 


For More Information Circle No. 399 
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Answer the Wraps 
Problem in Offices 


and Waiting Rooms 


These efficient VALET 
Racks keep wraps off wait- 
ing room chairs, aired, 
dry and in press. Hold 
coats spaced apart, hats, 
umbrellas and overshoes. 
Accommodate 3 persons 
per running foot. Come in 
lengths of 3 ft. 3 in. or longer 
by the foot. The S-6 Office 
Valet costumer accommodates 
& people—ends piling of gar- 
ments on others. Will not tip 
Built for life-time serv- 
ice of heavy gauge, welded 
furniture steel, Smart in mod- 
ern baked enamel fin- 
ishes. Units form a com- 
plete system of wardrobe 
equipment that provides effi- 
cient wrap accommodation 
wherever people gather. 
Write for Bulletin OV-10 


over. 


VOGEL - PETERSON CO. 


624 So. Michigon Ave., Chicago 5, Ill. 
For More Information Circle No. 307 


antecd to sell or 


4 


back. be 


easters are available with 


your money 


Master 


sort, 


Mad 
rubber wheels and plastic, 
Miracle 


casters to a set. The 


hard 
Marked 
end of 


tread wheels, packed in 


boxes, four 


erv box names the chair the particular 


: the size and type 
easter. Finding the correct 


. For More 


caster is 
quick and Information 


Circle No. 124. 


CHuS\ 


CALENDAR BASE 

Keith Clark, Ine., 130 West 
New York 36, N. Y.. makes a new 
for their Work 


1nd St., 
sing 


\-Day line of 
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You cant miss with a Marchant! 





When you multiply on a Marchant it’s 
a bull’s-eye every time. You know your 
answer is right because Marchant is the 
only American calculator with positive 
three-dial proof of accuracy. 

At the end of a multiplication problem 
the number to be multiplied is in the 
Lower, or Keyboard Dials...the multiplier 
is in the Upper Dials...and the answer is 
in the Middle Dials. 

You get this same visible proof when 
dividing, adding and subtracting ... in 
any calculation. This is just one of the 
many accuracy controls built into every 
Marchant calculator. Anyone in your 

“SVU 


office—after brief instruction—can operate 
a Marchant efficiently. 

Marchant has always led the field in 
developing calculators with unmatched 
speed and simplicity of operation. Add 
these advantages to Marchant’s exclusive 
accuracy controls and the answer is maxi- 
mum figurework output with a minimum 
of operator time and effort. 

Call in the local MARCHANT MAN, 
Let him show you how Marchant’s many 
exclusive Operating advantages can make 
a substantial contribution to the more 
efficient and more profitable operation of 
your business. 


SH MARCHANT CALCULATORS, inc. oaxcanos, cauirornin 


For More Information Circle No. 388 
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For the sheer satisfaction of perfect typing 


Olympia goes first! 


VISIT OUR OLYMPIA EXHIBIT AT THE 
NATIONAL BUSINESS SHOW 
OCTOBER 15 TO 19 
NEW YORK COLISEUM 
GROUND FLOOR BOOTH No. 106 J-K 


IN PERFORMANCE 
Olympia goes first + 'N STYLING 
IN ECONOMY 
OLYMPIA — WRITES BEST OF ALL BECAUSE — 
IT 1S BUILT BEST OF ALL 





INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET + NEW YORK 6, N. Y. 


For More Information Circle No. 216 
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desk calendars. Occupying a minimum of 
the streamlined W46 base 
a sloping front for greater 
the easy-to-read 


desk space, has 
visibility of 
pad. It 
comfortable writing 


ealendar also 


allows a more posi 


tion for notes, memos and appointments, 
The top plate holds the pad firmly in place. 
When used with the Keith Clark W460 
pad, a 12-month calendar is framed under 
a protective clear plastic Base 


is designed for standard 4” pads 


window. 
x 634” 
and available in a walnut, grain or mod- 
ern office gray that harmonizes with any 
office The reinforced, 
lightweight plastic is highly polished, un 
breakable and scuff-resistant. For More 
Information Circle No. 110. 


home or decor. 


NON-TOXIC FILM CLEANER 


Anchor Chemical Corp., 827 Bergen St., 
Brooklyn 38, N. Y., Film 
Kleen for quickly cleaning all film, lenses, 


makes non-toxie 


color filters, vacuum frames, 
For More In- 


glass screens, 
stripping equipment, ete. 
formation Circle No. 173. 


MANUFACTURERS OF DURALUMINUM 


sats MM HOLDERS sssestre 


AUN CO., INC. 


P. O. BOX 243 


For More Information Circle No. 367 


- AUTOMATION 
IN ris HERE! 
ZA 1S HERE: 


..at the touch of 
a button you can print 
hg copies per 


AUTOMATIC ELECTRIC 


SPIRIT DUPLICATOR 


The Heyer Conqueror prints in 1 to 5 
olors at a fraction of a cent per copy... . 
without effort. Hundreds of sharp, clean 

pies s of anything typed, written or drawn 
n the master simply pour out of this new 
Jur ator. It ‘‘Always CTorere| 
impression 


THE HEYER CORPORATION 


1821 S. Kostner Ave., Chicago 23, III. 
t Please send free booklet and details on Automation in Duplicating. 


Makes a 








Address. 
city State. 


Waipu duaeibesmmnrdeeanbunaidmmanshamenne” 


For More Information Circle No. 368 





| | 

! Company 
| Ke 
\. 











— —» STATIONERS ... PRINTERS. . 
PROFIT 
IN FORMS! 


The 


New Carbonless 
Forms, Too! 





“AGENTS. 
1.015 DEALERS HAVE A PROFITABLE SIDE-LINE in. .. 


ONE-TIME ($%ah%asy CARBON FORMS 


1,015 dealers who sell 
lucrative discounts . 
. « « protection on repeats. 
ing (Snap)-Easy money—So can you! Write today. 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plani: Denison, Texas 


Snap-Easy Forms get 
own imprint on forms 
1,015 dealers are mak- 


. their 








For More Information Circle No. 369 
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panies each letterhead pres nted.,. Also 


LITERATURE eee 
| from the 
Manufacturers 


LETTERHEAD DESIGNS 
Gilbert Paper Company, Menasha, 
Wis., offers a brochure featuring a grou] 
of 14 letterheads produced by lithog 
raphy which were selected by a_ not 
for 


design, selections were made from en 


board ot judges Aas being outstanding 
tries received in a continuing letterhead 


design contest sponsored by Gilbert. The 


judges included Burton Cherry, designe: 
and president of the design firm bearing i 1 tette ad design. For a copy, 


} mr gooa 
his name; Park Phi ps, head of the de Circle No. 146. 


partment of advertising and printin; 


design, Art Institute, Chicago; and Ev TAPE CONVERTERS 
erett MeNear, painter and advertising femington Rand Univae Div., Sperry 
art designer. \ design analysi a tand Corp., 315 Fourth Ave... New York 


identification of type elements ace 10, . ffers a brochure deseribing 


Oatemt PemOING 


CJOIN|T | 1 IN/U/O]U S| 
ENVELOPES 


are written fast and accurately by machine 
— tabulating machines, typewriters, ac- 
counting machines, addressing machines 
and billers. 


When designed as part of a system, Per- 
felope Continuous Envelopes can eliminate 
other forms and make a one-writing opera- 
tion 

Perfelopes are made in a wide range of 
sizes and shapes for all envelope uses. If 
you use envelopes in any factory or office 
procedure, let us show you how continuous 
envelopes will save time and money. Write 
today for free facts and samples. 


PERFELOPE MANUFACTURING CO. 


112 Academy St., Newark, Delaware 


For More Information Circle No. 310 
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$. C. Johnson & Son, inc., famous manufacturer of quality wax p 


try, uses Copyflex to speed a urchasing-recety 


ing data ed on to a trai , 0 t : 


cally without f 
r retyping 


The American Stee! & Wire Division of the United States Steel C 

producer and fabricator of steel, gets out a 

writing basis with Copyflex. Ac ing ref s standards, and fp 
are mechanically repr worksheets. Elimin 

manual transcription speeds pro ing of im ti mation, saves thousand 
$ annually in clerical costs 


(BRUNING ) 
era a Copyllex 


Specialists in Copying Since 1897 
CHARLES BRUNING COMPANY, INCORPORATED 
4700 MONTROSE AVENUE « CHICAGO 41, ILLINOIS 








In Canada: Charles Bruning Co. (Canada), Uid., 105 Church St., Toronto 1, Ont. 
’ 


First-Line Companies 
Eliminate a Big Cost 
of Major Business 
Operations 


with Revolutionary 
Copyflex One-Writing Method! 


Throughout America, alert companies like those 
described here are simplifying and speeding major 
business operations with the revolutionary one-writing 
method made po: le by modern Copyflex copying 
machines, You s y can 


With Copyflex, you write basic infor 

the entire series of copies needed to « 

systematized business operation are mechar 
reproduced from the original. You eliminate tk 

and delay fo ing or rewriting constant informati 
from one 


Copyflex machines are clean, odorless, economical 
letter-size copies cost less than a penny each for 

materials. Copyflex will fit readily into your present 
systems. Mail coupon today—it can mean important 


savings for you 


yu the product and service you need 

need it! Plants at Teterboro, N.J., Chicago 

y, Los Angeles, and Toronto. Sales-service 

ices in 30 principal cities in the United States and 
Canada 


See Copyflex in 

at the Internationa! 
tems meeting, Philadel 
phia, October 22-24 


100 Copyflex copies originals 11 
wide by any length. Makes up to 300 copies of differer 
letter-size originals per hour. Only $498.50. Other mode 
available to copy originals up to 46 inches wide 


Desk top Mode 


Charles Bruning Company, Inc., Dept. 102-G 
4700 Montrose Avenue, Chicago 41, Illinois 


Please send me information on the Copyflex process and 
machines, 


Nome__. . Title 
Company— 
Address___ 


City... i ___County____ State 


For More Information Circle No. 242 
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Your operator can 
feed stock with both 
hands with this 
Foot-Control Floor Model 


Sptuwtt 
PAPER DRILL 


r i ONLY 


7198 °°° 


A price where 
most bench 
models begin, 


Faster workflow. Positive 2- 
hand control of stock. Ideal for 
women operators. A real bind- 
ery drill. 


216 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague’St. * Rochester 6, N. Y. 


For More Information Circle No. 303 





two Common-Language ‘Transecrbers: 
Perforated-to-Magnetic Tape Converter 
and Magnetiec-to-Perforated Tape Con 
verter. For a copy, Circle No. 147. 


SPACE PLANNING 


Arnot-Jamestown Div., Aetna Steel 
Products Corp., Jamestown, N. Y., offers 
a 16-page illustrated booklet, ‘‘A New 
Way of Life in the Offiece,’’ which dis 


plays Arnot partitions and modular fur 
niture components. Photos illustrate 
how ‘‘Rooms Without Ceilings’’ save 
space. Arnot components are shown in 
layouts of different office departments 
typical: to most businesses. Before and 
after pictures show space savings. Arnot 
furniture is made in both wood and 
metal. For a copy, Circle No. 141. 


CREDIT INDEX FILE 

Wassell Organization, Inc., Westport, 
Conn., offers an 8-page illustrated booklet 
describing newly installed Rotor-File 
units in the Consumer Credit Dept. of 
Broad Street Trust Co., Philadelphia. By 
using the rotary filing equipment for all 
size cards and correspondence, they have 
achieved better working conditions for 
personnel, faster operation of their con- 
sumer credit index file, and over 25% 


labor saving. Previously, 104 trays of 


ecards were spread over seven sets of 
tables, separated from telephones and 
Teletypes. The nine clerks were on their 
feet 90% of the time and in one 
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All the facilities of 
Big Mill Operation at the service 
of the Small Press 


Just as a sample of what we mean, look at what happens when reams of 
paper are cut into small sizes, the sizes you need for small presses. 

A lift of big sheets, 34” x 44”, for instance, has four edges to each 
sheet, four danger spots where it can absorb or get rid of moisture 
and possibly curl. But cut each sheet into 16 sheets, 814” x 11”, and 
you expose 64 edges, 64 danger spots which must be carefully pro- 
tected against contact with the surrounding atmosphere. 

Mead has developed the finest protection available: the famous 
moistureproof package which brings your small sheets of paper to 
you in mill condition. They’re cleanly and accurately trimmed, will 
lie flat, and feed easily any time you want to run them. 

And this paper moisture-barrier wrap extends to the whole line of 
Mead Papers: bonds, mimeo, ledgers, duplicators, offsets, coateds. 
Whatever your requirements, you can get it all from Mead. 





Papermakers 
to America 





THE MEAD 
CORPORATION 


SALES OFFICES 
Mead Papers, Inc., 118 W. First St., 
Dayton 2, Ohio * New York ¢ Chi- 
cago * Boston * Philadelphia * Atlanta 











For More Information Circle No. 205 
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COSFLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 
COFFIELD 
EVERLASTING 
interchangeable 
ORANIZATION 
CHART 


— 


JOB TITLE 


| J TLE 
LOYEE'S NAME 


typing paper 


ti 


pe et eae Se 
ELECTRO - MOTIVE BISON 

eunenat MOTORS ComPormar 
— 


# HH 

+ Int nama fe 

+ ie} Hee 
unr 


Obie t betey 


e Sizes to Fit Any Organization Steusture 
e All Parts Are evable and Re-usable 
e Photographs for Sharp Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-10 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
For More Information Circle No. 318 


A point to 
remember 


Apsco’s Dandy Super-10, 
equipped with nylon pinion gears 
that reduce the noise factor 
almost 100% while adding 
immeasurably to the service life 
of this famous pencil sharpener 
mode! —is now available in your 


choice of five decorator colors! 


Always specify-APSCO... 


Apsco products inc. 
Les Angeles, California» Rockford, lilinois -Toronte, Canode 
For More Information Circle No. 319 
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anothers department grew, 


speed creased and 


eontu 
sion and ¢o ose. The department now 


ctions with three autonomous 


unit 
clerks have instantly 


They 


greatel 


iilable trom € . ited ) 3 ron, 
more 


work with 


eontusion s elimi- 


rafhie ind 
1 six clerks what 


street 


now do 
Broad 


the equipment has pro 


nine 


before. Trust 


ite <¢ <pansion OT oo% 


s. For a copy, Circle No. 


ELECTRONIC EQUIPMENT 
Corp., 100 N. Western 


iffers 


lied Radio 


generat Catalo sting ver 27 O00 


the ectron 3s field. 
equipment and part tor 


Ineluded 
radio, tele 
recorders, 


copy, Circle No. 


systems, 


For a 


BUSINESS FURNITURE 
lton Mfg. Corp.., 


their full-color 


Columbus, Ind., 
catalog of Coseo 
Furniture showing 16. basic 
sofas and 


opy, Circle No, 149. 


INSULATED FILES 
Meilink Steel Safe Co., 1672 Oakwood 


Ave., 7 > , i :. offe rs a 


airs, settees, 


new cata 
illustrating and 
the complete line of Hereul 
Files. Class C and 
D label files 


log section describing 
es Insulated 
[It explains the 
and the 
spe -cification 


letail 


each 


Class 
features of Hercules 
table 


including 


is complete to 
illustra 
illustrated 
files, ledger 
gle drawer letter 
files. The ledger posting trays 
are designed to fit the ledger file 
perfectly and trays can be 
the drawer body 
to the proper working 
machine operators. An 
choice of 
individual requirements is 
For a copy, Circle No. 160. 


handy 
tions in colun n. Also 
and deseribed are the led lger 
posting trays and sin 
and legal 
units 
suspended on 
This brings trays 
height for billing 
almost unlimited 
arrangements to 


sides. 


locking suit 


also shown. 
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FILING ADVICE REPRODUCING LISTS 
fo. Co., Hastings, Minn., offers Haloid Co., 56-22X Haloid Co., Roches 
‘Some Do’s and Don’ts ter 3, N. Y., offers a t-page, 2-ecolor bro 
i and Finding,’’ which chure describing Acme Visible photo 
panels and xerography. It illustrates and 
explains the use of xerography in the 
eparation and alteration of lists for 
{cme Visible photo panels, and shows 
how time and money savings may be 
effected on price and parts lists, catalogs, 
directories, indexes, ete. To any company 
faced with the problem of maintaining 
lists, investigation of the Acme Visible 
serography combination should prove 
worthwhile. The brochure should be of 
terest also to those already using 
Acme Visible photo panels. For a copy, 

Circle No. 140. 


OFFSET NUMBERING 


I) lson Corp., 29 Rverson St., Brook 
ffers an 8-page technical 
ering on the Davidson 


know—but some reget. ‘or ¢ : ial-L .’’ with eompletely detailed 
Circle No. 151. information and instruction for perform 


Efficeency in 
MACHINE BOOKKEEPING \> 


calls for ms 


ONE-TIME CARBON e 
ATTACHED TO YOUR JOURNALS 


do away with the slow and messy 
inserting of journals into carbon jackets 


WRITE FOR FREE SAMPLES AND FURTHER INFORMATION 


HAUULOT nm 


4939 W. LAKE ST. CHICAGO 44, ILLINOIS— PHONE: EStebrook 9-1166 





For More Information Circle No. 290 
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The Victor Flick that outdates 
all other calculators ¥ 


New Victor Automatic Printing Calculator 


Saves You Costly Man-Hours Because It’s 
Simpler, Easier, More Accurate To Use 


Exclusive Victor feature lets you multiply or divide 
with a “Flick” of your finger. No mental counting. 
“Up” to multiply ... “Down” to divide . . . middle 
position to add or subtract—and all automatically! 
The new Victor Calculator prints figures on tape, 
just as you would write them. Automatic Constant 
holds figures for repeated division or multiplication. 
Total Transfer eliminates need for re-entering totals. 
Find out how much this Victor “Flick’”’ can do for 
you — look under “V” for Victor in the adding ma- 
chine section of your classified phone 


book or mail the coupon. is 
VICTOR ADDING MACHINE CO. 0- 1056 
CHICAGO 18, ILLINOIS 

Send me brochure on the New Victor Auto 
matic Printing Calculator, showing all the 
features. 


co 


VICTOR ADDING MACHINE CO. 


Chicago 18, Illinois 
Victor-McCaskey Limited, Galt, Ontario 
Manufacturers of Business Machines, 

Cash Registers, Business and Industrial Systems, 
Electronic Equipment, Electri-Cars 


Name 
Company 


Address 





--------------5 


For More Information Circle No. 342 
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PAPER CRIMPER 





A SENSATIONAL 
OFFICE MACHINE 


The “MULTIGRIP” makes 
paper seal itself by crimping 
without staples, clips, pins 
or glue. Up to two dozen 
sheets can be se- . 
curely fastened by caf. 
the “MULTIGRIP”’. —————____ 
Documents, In- 

voices, Price-Lists, 

Blue-Prints Catalogues or 
Correspondence. Pay-roll en 
velopes swiftly sealed cannot 
be tamperd with without im 
mediate detection 


Retails $15.00 
Ask for free folder. 


National Distributors: 


MICHAEL FRUMKIN 


87-11 35-th. Ave., Jackson Heights 72, N. Y. 
For More Information Circle No. 315 


PLACE YOUR ORDER NOW 
FOR OPEN STOCK 


6 a 





DESK ACCESSORIES 


Tastefully handcrafted in fine top-grain cowhides 
Available at your Stationer, Office Furniture Dealer 
and Department Stores. Six series available. Catalog 
on request. 


SAINBERG & CO., INC. 
37-43 W. 26 St., N. Y. 10 MU-4-3424-5 
For More information Circle No. 316 





ing a 


on the 


variety of 
Dual-Lith. 
applications 


numbering operations 
Listed are 36 sug 
gested for numbering jobs 
that can be done, in addition to 


others. 


many 
instructions are 
given for horizontal, vertical and combi 


Step-by-step 


nation numbering illus 
trated with numerous photographs. The 
use of 


ti chn ents Tor 


operations and 


various types of 


numbering at 
different model Davidson 
detail to en 


able operators to set up properly 


Dual-Liths is described in 
. Instruc 


are also given for adjusting the 


of the numbering head and also 
ve both accurate 

\ section 
user 

will 

do a 
late copy, 


Circle No. 143, 
CASH REGISTERS 


Cash Register, Ine., 
Ave., Chicago aL. Il., 


latest 


7313 N. 
offers a 


Liat showing n odels 


of Sweda itemizing cash registers with 





MAKE 
CLOTH and CARBON PAPER 


RIBBONS 
WITH THE JUDELSHON 
+ 360 CUTTING MACHINE 


ALSO: WINDING, SLITTING 
and EDGE-GLUING MACHINERY 


. « Write for More Information . . 


OSCAR |. JUDELSHON, INC. 


148 GREENE ST., NEW YORK 12, N. Y. 











For More Information Circle No. 394 
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THE PIONEERS OF SPIRIT DUPLICATING 
IN GREAT BRITAIN PRESENT 


NEW Perdigraph WOOE 


PORTABLE SPIRIT DUPLICATOR 
with CARTRIDGE LOADING 


LOW-PRICED—yet it has al/ these high-priced 


features: 


AUTOMATIC FEED PRESSURE CONTROL 

PUMP FLUID CONTROL SELF-LUBRICATING NYLON 

ROLLER MOISTENING BEARINGS 

CARTRIDGE LOADING SELF-CENTERING PRESSURE 

ACCURATE REGISTRATION & MOISTENING ROLLER 

RESETTABLE NYLON CLOCKWISE TURN OF 
COUNTER HANDLE 

AUTOMATIC MASTER CLAMP FULL GUARANTEE 


Designed and engineered for American offices by Frank R. Ford 
Lid., Birmingham, England, the company which pioneered, pro 
duced and sold Spirit Duplicators all over the world (except the 
North American Continent) since 1933. 


EXCLUSIVE DISTRIBUTORS 
REQUIRED IN EVERY STATE 


Deliveries from New York warehouse 


Write to: 


FORDIGRAPH (EXPORT) LIMITED 
S56 GRANTHAM ROAD, SPARKBROOK, 
BIRMINGHAM 11, ENGLAND 





For More Information Circle No. 390 
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GING coer Racks 


for the ORGANIZED OFFICE 


An office can be only as efficient, and a waiting 
room only as neat, as its furnishings permit. Noth- 
ing detracts so much as coats and hats dropped on 
chairs or hung on old-fashioned hall-trees. A_line 
to Gingher will bring a quick sclution to your 
wraps problem 


30-SECOND ASSEMBLY 
NO NUTS, BOLTS OR SCREWS 


insert upright post into base and slide the top 
over post. No wobble or wiggle, but sturdy and up- 
right. Units can be locked together instantly side 
by side and/or back to back or changed to any 
desired arrangement 


GINGHER VALET 
MODEL V-6-U 
Height 76” 
Width (Base) 30 
Depth (Base) 16” 
Holds 6 coats, 
hats, umbrellas 











GINGHER VALET 
MODEL V-12-S 
Height 76" 
Width (Base) 48' 
Depth (Base) 16 


Holds !2 coats 
hats, overshoes 


GINGHER WALL RACK 


Mounts easily on any wall 
Made in two sizes, to hold 
either 6 or 12 coats and hats 


Many other designs and capacities available, 


including portable, folding racks, double-face 
racks, and complete 
checkroom equipment 

Send For Literature 


Dept. 0-106 VALETS 


314-328 DEPOT STREET, SCRANTON 9, PA. 


For More Information Circle No. 383 
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SVStems 


feature 


for 
multiple 


every retail business. These 


clerk and department 
Otals and detail audit strip for complete 
the 
lesigned 


accurate nang n. 


sales analvsis. ighlight of line is ¢ 


for 
cash 
st y led 


hand an ke speed 


and Sweda reg 


isters are Hpac inl s1Ze and 


For a copy, Circle No. 142. 


FLATBACK TAPES 
150 Atlantie 
offers a mi 
three 
The sheet, 
the three 
labeling of 


odern, 


Tape Co., 
iy. ics 
illustrating 
flatback 


actual 


A ve., 
meographed 


uses for its 
tape. carry 
san ple s of tapes 
1eSCI bed, discusses hospital 
aboratory specimens, government 


parts. TI 


Spec I 
| lI 


record 
e hospital label 
nen has spaces 
data, 
labels 


iles and ma hine 


a pathology for 
ording necessar' specimen 


and paper 


and 
The 
ichine also 
written ion, J 


eKking and 


parts labels 
sabels 
furnished in a va 


ors. For a copy, Circle No. 


deser ibed 


B. T. Abrams of Apex Business Systems, New 
York, with a 25!/2"-wide, 5-part payroll form 
which Apex produced on NCR paper. 
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STayprlex the PROVEN 
Automatic Electric Stapler! 


OCKET 
- s IN YOUR P 
DOLLAR : 

— its faster, +ime and money 
saving operation. 





STAPLEX is the No. 1 time and 
money saver in today’s business 

All other out dated stapling methods have 

become too costly. Man hours, the big item and expense 

in any business today, can be cut tremendously when 

you use STAPLEX. It actually pays for itself in no time 

and goes right on putting dollars in your pocket. Don't 

forget . . . time saved releases operators for other 
productive work. 


Stop using painfully slow and 

costly manual or only semi-automatic 

stapling methods. Completely automatic 

STAPLEX, staples instantaneously upon insertion of work. 

Perfect, split-second stapling every time. No tiresome 

hand or foot controls . . . both hands are free to work 

with. STAPLEX is simplicity itself to operate. Completely 

enclosed for safer, quieter operation. Simple, quick-set 

accurate adjustment up to 44" depth. Portable, plugs 
in anywhere. 


Thousands of satisfied users are 

shouting the praises of STAPLEX—with 

new records of economies in hundreds of 

business and industrial applications being reported 
daily. A free, no-obligation demonstration of the 
STAPLEX in action . . . doing your work . . . saving 


[~ jae 
your money will prove to you that STAPLEX is the THE —Sfoplex COMPANY 


ONLY EFFICIENT way to staple in modern business! 775 Fifth Avenue, Brooklyn 32, N. Y. 


FREE DEMONSTRATION 
SEND ME FURTHER INFORMATION 


=Sroplex ..... the 7 


COMPANY 


hastest ... easiest... re 
savingest way to staple! 


For More Information Circle No. 269 
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_ Loose-Leaf Binders 

° for 

Marginal Punched Forms! 


Olt’s America’s most com- © 

; : ° 
opleteline—(includes thino 
O Oo 
Oring, prong, post and 


Cc : 
6 flexible metals.) “3 
c 


FREE BOOKLET! 
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Showroom & Stockroom 
411 Fourth Ave ot 28th St 


Binders & Sales Aids for Every Business Need 


FILE & BINDER CO. INC. 


Fall River, Massachusetts 





New Typesilencer $1.20 dz. 





Lansdale Products Corporation 
Box 56 Lansdale, Pa. 





For More Information Circle No. 380 
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All Paperwork 
Costs Are 
Controllable 


A. C. SIPES 


Training Officer, Kansas City Records 
Center, Department of the Army 
STIMATES ot paperwork costs 
range as high as 50% ot the total 
sales and administrative costs ot do 
As a taxpayer, since you 

average American, this 
ante $100 as your share 


ing business, 
represent the 
vear you must 
of the paperwork burden of the Ted 
eral Government. Paperwork will cost 
your Uncle Sam $4 billion. One-ninth of 
the national income this year will be 
spent to pay clerical salaries. This year 
consume 400 Ibs. of paper 
half of which is in the office. Compare 
this to Russia’s 14 lbs. and India’s 11% 
bs. per capita. 

Look inside a 4-drawer filing cabinet 
create the con- 
approximately 
your firm 
will cost 
service 


you will 


consider this: to 
that cabinet, 
pieces ol 


$4000 


and 
tents of 
cost 
year it 
and 


SOO0 paper 
and this 
$320 to maintain 
a sheet of paper at random. 
It cost 50¢ to create it, 4 cents per year 
to maintain it, and 1 cent a year just 
for storage space. The average business 
50,000 of paper 


about 
another 


it. Pull out 


retains about pieces 


ROTARY 


Holds amos availabe 
THE WORLD'S (2x3 they taxigy Se 
LARGEST SELECTION 200,000. car Sper 
OF MOTORIZED & ortably seated cpeco™ 
MANUAL FILING three secongs, ‘me of 


a by leadin 
EQUIPMENT. en ae 
q m olds 
different recorg sinnttal 
. FERRIS BUSINESS EQUIPMENT s 


45 Seymour St., Stratford, Conn 
For More Information Circle No. 382 
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$4 Bil 
low cost high 


product 


new Regna 


a cash register, 
adding machine 
d simplified 
bookkeeping 
hine 
N ON 


NIT! 
Nid 


Ideal for all small and 
medium sized retailers 
a superb quality product 
in the low price cl Compact, 
sturdy. precision-built: manual or wg IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre 
y.t ’ Dame St. W., Montreal, Que., and Business Equipment Machines, 
electrically operated models in 489-R King St. W., Toronto, Ont 
green or ivory OUTSIDE CONTINENTAL U.S.: Jorgen S. Lien, Box 507, Bergen 
Norway 
. istomer gets itemized receipt of 
item purchased; Regna : a 
iltaneously records copy for owner omplete stock of Regna parts available throughout the U.S. 
Sale Total and Grand To 
automatically registered and recorded; 
total receipts can be instantly checked 
any t ¢ Single item key records 
single item sale in one swift operation 
¢ Non-add key allows use as adding 
machine—-without affecting Grand 
Total « Customer counting device 
shows volume of daily traffic 
¢ 6 designating keys for clerks, 
departments, special iterrs ¢ Lock for 
Grand Total and Sub Grand Total 
and for tape « Individual keys for 
Charge Sales, Paid-Out, Non-space and Name 
Repeat operations. Printing device 
with store’s name Address. 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y 


Gentlemen: 
Please send more information on the new Regna itemizing Cash 
Register and outline advantages of becoming a Regna dealer. 


City 
For More Information Circle No. 190 
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per employee, so you see we are not 
dealing with trifles. 

Paperworl costs are all controllable 
items. Concentrate on svstems and pro 
cedures to alleviate” the problem ol 
paperwork management, preferably be 
fore it becomes a full-blown problem. 
This diseussion is. divided into two 
areas: (1) paper creation control or 


the birth eontrol 0 


office papers; and 
(2) paper handling and usage control 


or current files management 


Resistance to chang s usually less 
severe if initiated within an organiza 
tion DN Its OW! persé nnel. Tlenee our 
recommendation is that each company 


establish its own paperwork manag 
ment program tailored to fit its particu 
lar situation. The company paperwork 
manager, like the systems and proce 
dures analyst, must be a master an 
alyst, efficiency expert, teacher and 
salesman. The nature of the paper prob 
lem is such that it requires some form 
of overall company control and direc 
tion. Organizationally, the responsible 
office should be not more than one step 
removed trom top management. Opera 
tional control 1s frequently delegated to 
the office methods analyst. 

The basic elements of a paperwork 
management program are: 

1. Control of office papers created. 
2. Application of management tech 
ques to handling office papers. 





By using Marginally 5. Functionally designed, easy-to-use 
Punched Forms, 
Printed on NCR 1. Comprehensive protection and 
(No Carbon Required ) preservation of valuable papers. 


| 


ing systems and procedures. 


Paper, or Bond Paper 5. Comprehensive storage and dis 
and Superite Carbon, posal schedules. | 
you have an unbeatable These elements must be built into one 


overall, integrated program. That 
doesn’t mean you have to move in on 
all of them at once. It is better to wait 
Write letail 1 sel 

rite for details and select the time and place to begin 


the assault. Do not let ideas spread 


faster than the ability to cope with 
them. Take one step at a time but get 


system for speed, 
accuracy and efficiency. 


all you can in one step 

There are four essential steps in de 
570 E. FIRST ST. BOSTON 27, MASS | veloping each program phase. First, 
For More Information Circle No. 338 
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Copease® 











copies 

= »everything. 
hle ie 
ro 
C Better! 
mM. 
Wo 
or 
nd 
rol 
wd 
ny 
a 
rk 
in- 
nd 
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rm 
ble 
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ra 
7 k 
‘h 
Is¢ 
l d 
lis 
ne 
at The bulk of your office paperwork f"-"-  ———SSOsC<;7;73;73;373;73}PSCé‘<i‘( tté‘i‘ OS 
= opied at a single dial setting. All your | COPEASE CORPORATION, 
= aaperwork copied, clear and distinct, , 270 Park Avenue, N. Y., PLaza 3-6692 + BOX O-10 
a ne may Copy ne —e and ' Other Offices: Chicago, 226 N. LaSalle Street, ANdover 3-6949 
a Tinting In any ink, pench, crayon OF | Los Angeles, 3563 Wilshire Bivd., DUnkirk 5-2881 
ith aeons Pegcess On any a = Distributors in Principal Cities 
ret yr size paper. ere are nolimitations 1 _ A § : ‘ 
y vith Copease for all your officework. ! Gentlemen: = eo hy have a free 3-day trial of Copease A 
le Yopease Photocopier is so easy to use : PI 4 PrTTTTTy ' ecccece literat PTTTTTTITITITITITT TTT TTT TTT rte 
, t can be operated by anyone in 1 ease send me free literature........sessssssrrrsseeesen 0 
st, econds. UNIMC..sssssessessssssnsessensenetneuseneensnt i iiniiicsiniiittaen 
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| place the program on a formal basis. 
This is accomplished through issuance 
of an authoritative directive by top 
management. 
Seeond, make complete inventory ot 
papers and procedures. This provides 
a picture of the current situation. Third, 
analyze the inventory data to determine 
needed and controls 
to » established. New procedures will 
be installed. This last step in a training 
program: hew methods, 
and new procedures must be 

First we 
ability to 


corrective actions 


new systems 
taught. 
must have people with the 
do the job. Determine what 
manpower you need and obtain the best 
talent Pay them in keeping 
with the quality otf performance you 
expect. No better than 
the people who use it. 

Provide for time and motion studies, 
flow charting, work simplifiea- 
tion, procedural analysis, cost analysis, 
and training. You need to 
know not only what a spark plug sells 


available. 


system can he 


VERTICAL 


FILES 


SAVES & PROTECTS 
5 your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
a yeor! Stencils, negatives and masters hang free 
from pressure . . . protected against damage . . 


fi i 
omy: to" fhe ond find. gy-FILE curs 


5 SAVE 
SPACE 


process 


education 


You Don't Have To Be An Artist To Use A 


VARiIGRAPH 
LETTERING INSTRUMENT 
— a al se 
130 Styles Of wren oe | 
Lettering! ©=s<: 


VARIGRAPH LETTERS 
TO EXACT SIZE TO § 
FIT YOUR JOB 


After only a few minutes of practice, anyone can 
do crisp, professional hand lettering with a Vari- 
a stylus along the 
letters in a grooved templet. Work is always 
clearly visible. More than 600 variations in size 
and shape of letters may be produced from one 
templet—130 templets and lettering styles. Letter 
with either pen or pencil. Letter directly on paper 
offset plates. Varigraph is built to watchmakers’ 
precision, and guoranteed to deliver a long life 
of service. It will pay for itself many times ove: 


against 


oe 


ae’ 


EA 


graph. All you do is 


move 


There’s a MIM-E-O 
model to save and 
protect all types and | ae 


sizes—capacities from : 
150 to 1400. EASY-FIND INDEX 


Write today for FREE Illustrated Brochure! 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. @ Chicago 22, Ill. 
300 Distributors . . 


you solve your 


+ coast-to-coast... 
stencil or offset 


to help 
filing problem. 
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in a short time. 
For Complete Information Write Dept. 0-3 


VARIGRAPH CO., Inc. * Madison 1, Wis. 


For More Information Circle No. 378 
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for but what the invoice for it does and 
should cost you. 

What do you want to accomplish? 
What are the facts about the problem? 
What are the solutions to the problem ? 
Which will achieve our objectives with 
the least fric'ion? What will it cost? 
From these answers, lay out a_ plan, 
test it out, sell it to the people involved 
and put it into effect. Then follow up 
to see that it works. 





Saves days 
In your 
business year! 





Directing a program is a privilege 
experienced only by those who are 
qualified. This is accomplished through 
procedural instructions and guidance. It 
is not ours to command; it is our job 
to convinee, to get someone to do some- 
thing about it. 

Coordination of paperwork manage- 
ment and other office operations is of 
prime importance. All employees, all 
departments and all management must 


Many an early morning minute 
can be saved if incoming mail 1s 
opened faster—and distributed 
sooner. Adds up to a lot of time 
saved in a year! 

e A PB MailOpener opens mail 
quicker, and neater, than anybody 
can by hand. This electric model 
shaves a hairline edge off envelopes- 
as fast as they can be fed—any size, 
thickness, kind of stock. Helps give 
every business day a headstart! 

e There are three MailOpener 
models, hand or electric, for any 
office. Call the nearest PB office for 
a demonstration. Or send for free 
illustrated booklet. 


FREE: Handy desk or wall chart of postal rates 
with parcel post map and zone finder 








PITNEY-BOWES 
MAILOPENER 


Pitney-BowEs, INc. 


a 
ROEM 
PABST, 
ad 
aed 
w~ 


originators of the postage meter. .. 


3459 Walnut Street, Stamford,Conn. et. 
. offices in 94 cities in U.S. and Canada 


“ 
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y pulls the dirt out of type- 


writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of 
the type. Do not 
rub. 


Fold the putty 
upward to origi- 
nal pyramid shape 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to couse headaches 
or colds. 


To moke neot erosures— just touch the word 
to be erased, Bud will obsorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 


Dealers—write for sample and cost 


ee ae ee oe a 
P.O. BOX 4644 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 334 


wether in one coordinated, team 
department, or 
throw the 


work ti 
effort. One person, one 
one neglected phase can 
wheels out of balanee. 
Controls established to de 
termine how well a paperwork manage- 
ment program 1s functioning, Controls 
are valuable when based on standards 
of quality, quantity and 
properly used. Fair standards must be 
adherred to as measuring 


must be 


eosts: and 


guides tor 
eihciency. 

These are the principles ot paper 
work management. Do they sound like 
a deseription of your own job? Now 
the big do the 
ob. Here are some specific suggestions. 

In sagan a program, take the 
longrang approach. Go after all 
the Py 


question is how can we 


correspondence, 
plans, filing pro 
telecommunica 
clerical proce 
dures and filing In each case 
concentrate on paperwork at its 
the procedure which 
ating or handling the paper. 
There are simple 
to eontrol the 
papers : 
Don g-in or out routine papers. 
Transact official business by personal 


EE | PR vate | 


rorms, 
reports, issuances, file 
cedures, mail handling, 
tions, ofhce machines, 
equipment. 
source 
necessitates cre 
several techniques 


creation of unnecessary 








+, gg na 


“I think the coffee break will 
run into the lunch period.” 
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Uses metal plates that change auto- 
matically 


Feed hopper capacity 150 plates. 


Prints thru a ribbon in consecutive or 
repeat impressions. 


Skipper provides for selective ad- 
dressing. 


@ Makes clear carbon copies. 

@ Takes any size sheet up to 14"' x 17". 
® Speed up to 1200 |.P.H. 

© Embossed plates only 5c each. 

® 48 hour mail order service. 


98" 


Plus $5.91 
Fed. Ex. Tax 





Gud the Now 


MODEL 500 


-DRESS-R 


WITH 
AUTOMATIC PLATE FEED 





NETTLE MANUFACTURING CO. 
27 Huntington Ave. Boston 16, Mass. 


Dealers in principal! cities 


+ 
Send for Circular ‘E’ 
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ond ac-a-desk 


Has automatic 
push-button control 





LOCKS AND 
RELEASES INSTANTLY 
NO BALL-BEARINGS 
TO LOCK OR JAM 
STEEL CENTER SHAFT 


TESTED aT 400 LBS. 


WEIGHS ONLY 4% 02. 











Keeps your 
typewriter 
platform firm 


Turn out neat letters 
by letting Jac-a-desk 
take the skipping 

and piling out of your 
typing. Over 50,000 in 
use today. No clumsy 
locks or sharp edges 
to bump shins or snag 
nylons. Telescopes 

to fit desk drawer. 
Expands from 
17”-31”. $4.95. Liberal 
dealer discounts. 
Gonco Mfg. Co., 

1259 S. La Brea Ave., 
Los Angeles 19, Calif. 








QUALIFIED DISTRIBUTORS WANTED! 


For More Information Circle No. 364 
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NOW! - 
LOWEST PRICED [= 


(Complete) 
ALL-PURPOSE 


PHOTOCOPIER 


CONTOURA®-CONSTAT® is the _ ideal 
photocopier for use in the office or as a 
portable copier carried like a briefcase right 
into the field. Gives you sharp, black-on-white, 
photo exact copies of correspondence, charts, 
diagrams, magazines, bound book pages—any- 
thing printed, written or drawn including 
pencil and all types and colors of ink... 
in seconds and for pennies! May be used with 
diazo process equipment, Write today for 
descriptive bulletin and name of your nearest 


distributor. 
F. G. LUDWIG, INC. 


868 COULTER STREET, OLD SAYBROOK, CONN 


SEE US AT BOOTH M-41 | 
NATIONAL BUSINESS SHOW—OCTOBER 15-19 


For More Informaticn Circle No. 276 








ELIMINATE COSTLY, TIME- 
CONSUMING "FARMING OUT"! 








Anyone can operate a PIONEER PAPER DRILL. A 
production machine with such quick set-up that 
short runs are a special delight. The small invest- 
ment is soon repaid and then goes on making money 
for you instead of someone else. You pay for a 
PIONEER whether you buy one or not. Accessories 
for cornering, slotting and slitting. Send for litera- 
ture today 


PIONEER 
1130 NEBRASKA ° TOLEDO 7, OHIO 
For More Information Circle No. 277 
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MP-Jr. streamlined 


COIN CHANGER 


OVER 5,000 
IN USE TODAY 


Makes change faster, 
more easily. Enhances 
beauty of bank. Sturdy 
aluminum with hand- 
some grey hammer- 
Remov- 
with in- 


tone finish. 
able 
side storage box. Ca- 
pacity $125 — _ pennies 
through half-dollars. Size 8” x 10” x 61/2 
Weighs 9 Ibs. Rubber feet protect coun- 
ters. Trouble free. Guaranteed. $63 plus 
tax. 

Write for descriptive catalogue and nearest dealer 


Modern Products...Moderate Prices 


METAL PRODUCTS ENGINEERING, INC. 
Dept. 0, 4000 Long Beach Ave., Los Angeles 58, Calif. 
For More Information Circle No. 278 


tray 


OFFSET 
DUPLICATOR USERS . 


STOP paper static electronically! 


The Chapman Static Eliminator attaches easily 


1250 or Davidson, and other 
equipment . 

available 
Cut waste 
reduce off- 
today for more 


to the Multilith 
duplicating and business oflice 
lowest-cost electrical static eliminator 
Approved by UL completely safe 
eliminate delivery trouble 
setting save money. Write 
information about the 


CHAPMAN STATIC ELIMINATOR 


manufactured for 
Whitin Busine s Ea c nt Corporat 
Whitinsville, Moss 


For More Information Circle No. 279 
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COMPARISON OF MODULAR AND CONVENTIONAL OFFICE FURNITURE 


Sq.Ft. *Price per Sq. Ft Sq.Ft. Price per 
of Sq. Ft. of of of Sq. Ft. of 
»rking Working Floor Working |W orking 


Surface Surface Savings Space Surface Surface Savings 


60x30” Desk 1M 12% | $10.25 2—60'x30" Desks | 55 1214 per! 10.25 
person 
“L” Modular Unit, 33% more working st ie 
40” Desk 2 10.35 surface in same “Z” Modular Unit,| 45 121 
floor space 40” Desk 


2 per 11.04 (19% saving in floor 
person space 


“L” Modular Unit, 50% more working : | 
50” Desk 31 Bl, 9.60 | surface in only “Z” Modular Unit, 54 141, per 16% more working 


Sit “Gaaeie  eael 0” Desk person surface in same 
space floor space 


n 1955 furniture price urtesy NOFA I etin 

A comparison of the floorspace required, and working area obtained, from modular an 

conventional desks. The chart was prepared by Edward A. Tyre, president of All-Makes Office 
Furniture Service, Chicago. 


contaet or use the telephone whenever Do not request acknowledgement ol 

practicable, receipt of documents torwarded unless 
\void the use of letters of trans security requires it. 

mittal. Forms, reports, ete., which are Prepare single action papers for 


{ 


o be forwarded should bear routing in intra-company use in one copy only. 


formation as part ol the document Prepare the minimum = numbet ol 


proper. copies on all papers created. Prepara- 


MANUFACTURERS -DESIGNERS 


Snap out & pull out forms 
Printed — lithographed pantograph checks 
Photo process systems: Ozalid, Bruning etc. 
Spirit — gelatin Hectograph Masters 
Complete payroll, bookkeeping, accounting - 
forms for NCR, Burroughs, Underwood etc. 
Punching — notching for sorting systems 
Spot carbon — spot gum applications 
Pegboard — visible record — shingled forms 
Specially constructed forms 


Manufacturers of Duplisette second-sheet and carbon sets 
ANOTHER EE BUSINESS FORMS) PRODUCT 


CARTERET PRINTING COMPANY 
The House of Unusual Forme 


MEMBER OF THE ROTARY FORMS PRINTERS GUILD 
Request free FORM DESIGN PAD on your letterhead 


For More Information Circle No. 261 
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MAC THE MAILMAN SAYS: 


Speed Mailings, Save Money 
eee «" 


DUPLISNAR 


Saves time! Saves money! 
They're a snap to use! 


@ Duplisnaps are carbon inter- 
leaved. No carbons required! 
33 perforated, gummed labels 
to a sheet. Each label (2'%” x 
1”) is large eriough for a four 
line address. 

Saves hours of typing — 2, 3, 
4, 5 or 6 labels can be typed 
in one operation. 

labels typewriter-spaced for 
quick typing. 

Labels perfectly aligned. Once 
you co-arrange the top edge of 
a set with the aligning bar on 
typewriter no further adjusting 
needed. 

One quick “snap” 
carbons intact . . . no tedious 
and time-wasting hand sep- 
arating is needed. No carbon 
smudges on labels! 

Each sheet in a set is numbered 
in sequence on bottom tab . 
simplifies sorting into groups 
which allows successive mail- 
ings to be sent out in an orderly 
sequence. 


removes 


For complete details send for your free 
copy of “Speed Your Mailings’ with 
free samples. 

EUREKA SPECIALTY PRINTING CO. 
518 ELECTRIC ST., SCRANTON 9, PA. 


For More Information Circle No. 267 
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tion of original and file 


other than an 
copy ol outrong correspondence can 
justified. 

Don’t be 


rare ly he 


an eager beaver about send 


out tracer letters. Trust your ¢o! 


respond nt to answer as soon as he @éa 


If you know a delay in answering 


notily your cor 
him when to ex 


your part 1s inevitable, 
respondent and advise 
pect a reply. 

Do not require negative 


that anything’ not 


reports. As 
sume reported Is 
negative. 
Whenever 
tal heu of creating an additiona 


poss hle use a rubber 


lice prepares no carbon copies 
any document unless specifically re 
Another restricts eac] 
This dis 


ation and retention of w 


auested to do so. 


file drawer. 
necessary items. 
The re 
als which 


are techniques to keep mate 
be retained for specified 
filed forever: 


whiel 
Wien 


must 
periods from being 


places papers 


' 
' DON'T bother to investigate the | 


'REXON products listed below 


' 
i UNLESS you are really interested 


; in improving the quality standards of your 1 
I pressroom p-l-u-s substantial savings in 
costs. 


*REXON?”? provucts 


A complete line of small press supplies offered 
and backed by forty years of experience. 


*REXON?’? opiates and CHEMICALS 


4 types — maximum fidelity of reproduction — 
long runs with a minimum of cost. 


*REXON?”? sianxer 


Sharpest impressions — Long life — Attractively 
priced — developed especially for the small 
press by the manufacturer of the first offset 
press blanket, 


INK S—(6GBW) 


Black and colors — 
quality reproductions, 


quality controlled 


Catalog on Request 


William Recht Co., Inc. 


50 Church Street, New York 7, N. Y. 
Telephone COrtlandt 7-8395 


For More Information Circle No. 268 
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close to the points where they are used. 
Preseribe where each file will be located 
physically and the functional type 
papers to be filed therein. This will 
eliminate duplication of files. 

Preseribe filing systems which facili 
tate both use and disposal of filed ma 
terial. Each separate filing segment may 
have its own best filing arrangement. 

Evaluate every paper filed to deter 
mine its retention value or establish its 
life expectancy. File the materials by 
retention groups so that entire folders 
ean be withdrawn and destroyed it the 
earliest feasible date. Three procedures 
will accomplish this : 

l. Periodically cut-off (terminate) 
each file. Stop filing in one block and 
start a new block. This is an applica- 
tion of the old adage “divide and con 
quer.” It keeps files in small manage 
able segments. 

2. Establish a transitory file. Prepare 

a folder for each file drawer, each sub 
ject category or other subdivision of 
the file. All materials disposable within 
90 days, regardless of classification, are 
filed therein. This should take care of 
a lot of papers. The transitory folder is 
withdrawn each 90 days, stashed at the 
back of the drawer for 90 days more, 
then destroyed. 
3. Segregate filed material by reten- 
tion periods. All papers are not of 
equal value nor should they all be re 
tained for equal periods. At the time 
of initial filing, separate items on a 
folder basis by retention periods. At 
the end of the retention period, folder 
and contents are withdrawn and de- 
stroyed. This eliminates any need for 
future screening as well as indiserim- 
inate retention of useless papers. 

A comprehensive storage and dis 
posal schedule will provide for eut-off 
files to be moved out of costly office 
space and expensive file containers as 
soon as use of the files has subsided. 
You can save up to 90% on file storage 
costs by placing inactive files in ware 
house space in storage file cartons. 


Now lets look at some other money- 
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Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 


record storage FILES 


— 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-—smooth, staple-free 

fronts make them suitable 

even for ‘front-office’ use. 

Available in letter, legal, 

check, deposit slip, tab card 

and many other sizes. 


*CHEM-BOARD !S RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- | 
ABLE STRENGTH. ray) 


CONVOY, Inc. 4 a 


+ bf 
Station B, Box 216-H lage: z 


CANTON 6, OHIO 
For More Information Circle No. 274 


INDIVIDUAL LETTERS with 
ROBOTYPER 


in Quantity 
: Automatically! 


For information 
write 


ROBOTYPER 
CORPORATION 
125 E. Allen Street ¢ Hendersonville, N. C. 


For More Information Circle No. 275 
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THIS TRADE MARK STANDS FOR 
{ae 


SPECIALIZING IN 
Cutting and Edging 
Typewriter Ribbon Fabrics 


Ca f on 
ee Sil 


Ty on Y a 


WIDTHS ACCURATE 
ALL WORK 
GUARANTEED 


Prompt Service 


TEXTILE CUTTING CORP. 


178 FIFTH AVENUE 
HAWTHORNE, N. J. 








For More Information Circle No. 281 
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saving dures it 


work. In the 
form letts 


velop a 


proce handling pape 
field, usc 
appropriate. De 
series of guide letters for an 

repetitive correspond 
permits the typist to 
letters which ar 


COTTE spondence 
rs whenever 


swering routine 
This 
a lot ol 

rect from the 


cnce, answel 
referred di 
with no inter 


mail desk 


handling | se colored 
skin for the file copy to 


mediate onion 


aid distribution 


and eliminate routing struct 


LOLS. 


rat ant ty { 
Delevate authority oO 


routh 
coTrrTrespol dence 


to designated offices 


window envelopes for outgoing 
to sa 1 tvping operation. 


W here ult P| copies are 


tigate t manitold inter 


require d, 


svsten 1h lé 


and rewrite 








NOW <3 LosT 
ORDERS INTO 


Join the scores of Printers, Stationers 
and Business Forms Agencies that are 
now enjoying profits with G.M.F. Litho- 
graphed Snap-I-Sets 

We do not sell direct — only through 
authorized dealers Snap-I-Sets carry 
your imprint, they are shipped in your 
name and invoiced direct to you. 

Every quotation is confidential and 
competitive regardless of your territory 
Snap-I-Set one-time carbon forms for 
invoicing, purchasing shipping orders 
and-scores of other key operations are 
sweeping the country. 

Use our specialized printing services 
to help you turn those lost orders into 
profits, Write today for samples and 
the G.M.F. dealer plan. 


GENERAL 


MULTI FORMS SALES COMPANY 


P. O. Box 1094 


2020 Jo Johnston Ave. Nashville 4, Tenn. 
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jobs to those which are necessary. 
There’s big money in forms control. 
Uneontrolled forms and poorly de 
signed forms take a big bite out of 
company profits. related 
forms and eliminate unnecessary 
The same is true of reports. Many are 
not worth their cost. Eliminate duplica 
tion, decrease the frequency of reports, 


Consolidate 


ones. 


end unnecessary reports, and assure 
that those prepared 
and timely data. 

Issue simple, 
structions in manual form which follow 
established standards as to the number 
each, 


proy ide adequate 


adequate pl inted in 


of series to be issued, scope of 
format, preparation, distribution and 
maintenance. Distribute all instructions 
on a need-to-know basis. Prescribe the 
location of manual files and tell what 
issuances will be maintained at each 
location. 

Study filing operations. Know what 
it costs to put a piece ot paper in a file 
and how long it takes to find it later. 
Know ereation handling 
and storage costs for papers. Do not 
fasten materials at the time of initial 
filing; drop materials in the folder 
loosely. Over 80% of all papers. filed 
are never used again so binding them 
fasteners and _ filing 


costs, costs, 


wastes time, file 
space, 

Reduce the papers 
kept permanently and shorten the re 
tention periods for others. A good slo- 
van is, “No. filing—no Those 
carbon copies can eat up a lot of valu- 
able space and time. 

Handle incoming 


percentage ol 
costs.” 


mail quickly and 





NOW... offered to you 
for the first time! 


we 
WH you 0?” vind #! 
ot wineratur® 
gan ODER 
patie 


4 tyoes 


g 
rst) 


GBC 
Plastic 


Bound Plastic 


Cover 


“MANUAL OF MODERN PLASTIC 
AND LOOSE LEAF BINDING.” 


This handsome, elaborate Manual—colorfully 
GBC plastic bound—has been months in 
preparation and is one of the most expensive 
and idea stimulating books ever offered for 
selected distribution. Illustrates the many ad- 
vantages of the modern GBC Binding System 
... increased efficiencies ... savings in time 
and money ... greater prestige, readership, 
and life for catalogs, reports and presenta- 
tions. Pages lie flat—turn easily. You and 
your staff will want to examine this informa- 
tive manual. 


@ Send for your FREE copy today. 


Supply is limited. 
General Binding Corporation 
812 W. Belmont Ave., Dept. 0-10, Chicago 14, III. 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 13 heights — 4 
wicths. Send for Circular 
56-0 and prices. 

1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, Ill. 


For More Information Circle No. 273 
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NUMBERING THRU 
CARBON SNAP-OUTS? 


Force Paragon 
Model IC auto 
matic number 
ing machine 
developed with 
an eye to ef- 
ficiency and 
flexibility for 
use with car- 
bon snap-out 
forms. It fea- 
tures a hard 
rubber impres- 
sion bed and a 
rubber base to 
contain noise 
The Paragon is 
equipped with 
7 sharpfaced 
3/16 - inch 
Gothic figure 
wheels, It num- 
bers consecutively duplicate and repeat, Guaran- 
teed to go thru 6 to 8 carbon copies with ease. 


FORCE WESTERN, Inc. 


216 W. Jackson Bivd., Chicago 6, Ill. 


For More Information Circle No. 357 


PACE SAVER 


secra-type 
by WORDEN of HOLLAND 


252—ST 
52 x 32 


A complete line of commercial 
office desks, chairs, and 
holstered furniture. 


Write for catalog and details. 


the 


type 
leather up- 


WORDEN company 


HOLLAND 


MICHIGAN 
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All you need is a little pull 


Want to keep things to- 
gether—letters, documents, 
De ai canceled checks—any pa- 
{_ pers? All you need is a 
— Schlegel Pull Fastener. 

A pull fastener is a narrow band of 
strong cloth looped through a tiny 
metal ring. Slip whatever you want to 
keep together through the loop, pull 
one of the loop ends, and the noose 
slips tight. It never loses its firm grip 
till you pull the other end. 

You will like pull fasteners when you 
see how well they work, how you can 
use them again and again. 

Order some from your stationer or 
write us direct for a sample, prices, and 
a list of the 14 sizes. 


Schleg: 


7 


Rochester 7, N. Y. 
Oakville, Ont., Can, 


MPAN 


Industrial Textiles Since 1885 
For More Information Circle No. 359 


J.A.HEINRICH 


DANKERS 
HAMBURG i1 


GERMANY (WesternZone)establ.1905 


PARTS 


PLATENS 
pele) BS 


(o\mme |i Meovanle- Maske lolslial=s 
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efliciently. Get it to the action desks as 
directly 
alyzing. 


as possible with the least 
Do timestamp or set 
control except 
portant items. 

Make better use of intercommunica 
Call in specialists from the vari- 
ous services to evaluate your usage and 
Telecommunieations to 
inside and outside your prenuses offer 
enormous possibilities in saving time 
and reducing the volume of paperwork. 


an- 
up 
for really im- 


not 


suspense 


tions. 


practices, areas 


Become a specialist in the field of ot 
Convert clerical oepera- 
tions to mechanical processing if -dem- 
onstrated are produced. You 
must be thoroughly grounded in equip 
ment knowledge before you can say no 
to expensive machine. Learn from 
the supply and equipment salesmen but 
establish your standards of per 
formance and quality. 

Control filing equipment and sup- 
plies. Select each to do a specifie job 
yet permit maximum utilization. 
Consider open-shelf filing as a 


fice machines. 


savings 


an 


own 


Space 
space 


for selected files. It 
twice the file at 
file cabinets. Just 
that the supphes and equipment pro- 
vided but do not exceed, the 
quality and quantity demanded by the 
material filed. 

Don’t overlook the field of document 
reproduction control. Use of a repro 
duction where need exists is 
economy, and reproduction control gets 
right at the roots of the paper problem 

the creation of office papers. 

In conclusion, let me re-emphasize 
that office papers and office procedures 
are definitely interdependent. Paper 
work managers, systems and procedures 
analysts must realize that both paper 
work and procedures can be improved 
through successful development ot the 
respective functions. Often the suecess 
of a procedure depends upon the ef- 
feetiveness of the paper form designed 
for it. In turn, paper forms are in- 
tended to implement the procedures in 
volved. 


economy step pro- 
one-third 


be sure 


vides 
the 


space 


cost ot 


meet, 


dey Ice 


Le frebure SORTERS 


Add Speed and Accuracy _ 
to Your Office Routine 7 


LeFebure sorters are available 
stock 
special size to meet your sorting 
requirements, 


in eleven sizes, Or any 


Special lengths, 
and indexing §ar- 
rangement are a LeFebure spe- 
cialty. Why fit your job to a 
sorter when it is much 
easier and more practical to. let 
us supply a to fit 


guide sizes, 


sorter your 


sorting needs! 


Le febure CORPORATION 


CEDAR RAPIDS, IOWA 


Representatives in Most Principal Cities 


For More Information Circie No. 271 
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= of the Office 


NIGP Conference Midwest Filing Conference 
ial Conference and Prod The 25th Annual } l-West Filing Con 


he National Institute of erence, sponsored ) Reeord Controls. 





Governmental Purchasing will be held at ic. W » held at tl lgewater Beach 
the Conrad ton Hotel, Chicago, a tel, ot... h \ anniversary 
lelega ! ‘ting Will | 3 pp! t i ¢ } \ sertha 


14-17. This vear there will be « 
tions from foreign countries and a spt 
al evening session will be devoted to 
anadian procurement problems for Cana ords management. Round table 
gistrants. Over a hundred con ons will cover various phases 
how their products. The pervision and manage nt. 
rram and registration data 1umber f exhibit if new device 
from Albert H. Hall, 1001 ipplic applicable 
ve., N.W., Wash ngton 6, ent will be shown 


Electronics Institute 


Western Computer Conference The third Institute on Electronics 
Management at Americ: Tniversity is 
scheduled for Novy. 12-16, Dr. Lowell Hat 


terv, director, announced. The institute 


Western Joint Computer Confe1 
vill be held Feb. 26-28, 1957, in the 
Hotel, Los Angeles. Papers for 


: and analyze the manageme 
esentation ¢ the conference on recent os “sue he management 

‘ ( ry len in tft , ve 
opments in components, systems and and pt rb . he le elop 
automaty1 SVstems sSspeel \ 
yplications of analogue and digital cor of automa , , especial 
ocessing systems. Sessions will be 


at 1901 F 


ngton, Ae Fee Is DY, 


puters, will be considered. Minimum 500 
word summa! * the complete paper 
I by et. 15 to Louis 

utronic Systems, Ince., 

we: Claatals 1. Galt. Heads Controllership Foundation 

Harold A. Ketchum, financial vice pres 
dent, Federal Pacifie Electrie Company, 
Newark, N. J., was elected president of 


papers evaluating Auto ; 
Control 


Automatic Data Logging 


. : lership Foundation, Ine., research 
sogging Systems from the : 
' ‘ t lal _ arm of Controllers Institute of America. 
viewpoints o management, iabpor, proaue . = 
} +17 ; He succeeds J. Met all Hug rhes, vice presi 
and finance will be presented at a ' 1) Ml ¢N Yorl 
° 7 dent and controller, utual of New ork, 
symposium in Philadelphia, Nov. . 
eonjunction with an equipment ‘ ss a 
Ss ets » ; o 
the Bellevue-Stratford Hotel], DISI Meets in Pittsburgh 

The sy mposium is sponsored by the Phila The Basic Iron & Steel Industry Con 
delphia section of the Instrument Society mittee of the Systems & Procedures Assn. 
of America. Information from Horace of America will hold their quarterly 
Richter, Fisher & Porter Co., 29 Bala meeting at the Roosevelt Hotel, Pitts 
Ave., Bala-Cynwyd, Pa. burgh, Nov. 15-16. The program to be 


a1a 
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PRECISION LAYOUTS .. 
made AUTOMATICALLY 


intervals of 1/10O0th Inch 
measure- 1/ 72nd Inch 
1/ 64th Inch 


A flick of the . a ‘ a 

wrist for perfect i eos : 395 ; 
synchronization with a Y f With Square Top 
Pica or Elite typewriter, P : 

1.B.M. Vari-type With Rotary Top 


or Printer’'s Measure. ? $75 extra 


PRECISION S> 


” FORM - LINE® 


erin? 


Pd 


sect piate & Negative Ruling 


e ~Layouts, Stripping & Reg 


STAINLESS STEEL RULE 


JUST WHAT YOU HAVE BEEN LOOKING FOR, 
TAPE DISPENSER 


Here is a precision machine for making your ruled 
forms, charts and layout work for your duplicator 
and smaller offset presses. 

MICROMETER - 

ADJUSTING KNOB Easy to operate, calibrated for all typewriter, 
varitype and printer’s measurements. Will handle 
copy and negatives up to 24'’x24” and is equip- 
ped with a rotary holder to rotate copy or nega- 
tive without removing from illuminated viewing 
glass. This is the first machine of its kind offered 
to the office field, and so reasonably priced. 
$395.00 with 24’ square top. A precision, all 
metal instrument, streamline design with modern 
trend in office machine styling. 


For More Information Circle No. 384 


CONSOLIDATED INTERNATIONAL 


1112 N. HOMAN AVE. e@ CHICAGO 51, ILLINOIS @® Phone BRunswick 88-4000 


330°W. 26th ST. NEWYORK 1,N.Y. @ 1430 VENICE BLVD. LOS ANGELES 6,CAL. @ 1190 BENNINGTON ST. EAST BOSTON 28, MASS 
PHONE ALGONQUIN 5 - 4950 PHONE RICHMOND 8-3806 PHONE EAST BOSTON 7 - 2921 


@ 24 MARKET ST. SAN FRANCISCO 11, CAL. PHONE EXBROOK 7-1521 @ 














ncing REVOLUTIONARY 


AM 'INKLESS 
MIMEOGRAPHING 


ON ANY STANDARD MACHINE 







AMAZING 


DIAGRAPHY. 


STENCIL DUPLICATING 
COMPOUND 


® Looks like hand 
lotion 


MAKES MIMEOGRAPHING THE 
WORLD’S CLEANEST DUPLICATING PROCESS! 
DIAGRAPHY does away with all the mess of old-fashioned, 


oily, sticky black ink! Like magic this marvelous, smooth 


® Handles like 
duplicating ink 





© Prints BLACK, like magic 


1a ° , i i 
creamy liquid .. . pastel green . . . yet colorless as a hand Wen? stain bends, nelle, or 
jibainsiliane? lane sree clothing — washes out with 

lotion, prints sharp, clean BLACK copies. Drip-proof can soap and water 


further enhances cleanliness. 


WATCH FOR DIAGRAPHY IN YOUR CITY 


® Won't offset, blur or fade 


* Works without change to your 
duplicating equipment 










list 






ee 
NEW Nw SS DDS 


Model 6-A Model FH-5 tag “$1595° 
$139°° Plus FET, 
fer. PRINT-O-MATIC FOLD-O-MATIC 
Model 6-A Electric Mimeograph Stencil Model FH-5 Desk Model 
DUPLICATOR ELECTRIC 
. FOLDING MACHINE 
e Internal semi-automatic inking 
e Automatic roller release e New, lower price! Ball bearing vial 
¢ From post card to legal siz elf-lubricating bronze bearing 
© New added feature! Variable speed throughout 
ontrol from 20 to 120 copies per e New feed mechar 
Inule e No gears. Larger niversal motor 
—,) e New paper sta ng de 








sed the . 
Mop DIAGRAP HY 
“Ml Benonstrated e TODAY 


—w 
conve FULL DETAILS 


PRINT-O-MATIC CoO., INC. 


724 W. WASHINGTON BLVD. © CHICAGO 6, ILLINOIS 
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© 24 MARKET ST. SAN FRANCISCO 11, CAL. PHONE EXBROOK 7-1521 @ 


discussed will be Purchasing and Stores George Kozmetsky, program chairman. 
Warehousing. The two-day meeting at the Hotel Stat 

ler, Los Angel s, Oet. 18-19, wi n de 
Wins Check Design Award technical paper presentations by out 


. on standing individuals from leading Ameri 
The newly-designed check of ( hampion 5 ah 5 


. ’ . , : universities an ustrial 
Envelope Mfg. Co., New York, can unive i¢ nd indu i 


eoncerns 
was se 


as well as representatives fron 
lected for honorable mention ; ell a ie. vena 
Check of the Month awards made by 


Todd Co. ot the conterence 


: industries 
in the 


of at least one European country. Theme 
2 Management sciences 
a Progress Report’’ was announced 


vere . - earlier by TIMS’ presi lent, Gifford H 
rIMS Annual Meeting 


Svmonds. A copy of the program and 


Program details for the third annual registration data can be had from Crosby 
international meeting of the Institute of M. Kelly, Litton Industries, 866 N. Foot 
Management Sciences were announeed by hill Rd severly Hills, Calif. 
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NOMA Conference Chairman 
Howard J. Mackin, 


ing & Typing Service, Los 


American Caleulat 
Angeles, was 
named 1957 national chairman of the lr 
ternational Conference and Exposition 
Committee by National Office 
Assn. The conference and exposi 
tion will be held May 12-16 at Los An 
intment was announced 
. NOMA’s international 


Manage 
ment 


geles. The appo 
by Floyd Guillot 


president. 


211 Pass CPS Examination 

Assn. (Inter 
announced that there are now 
983 Certified 


the U. S. 


The National Secretaries 
national 
Professional Secretaries in 
national total 


This new was 


reached when 211 secretaries passed the 
The next 
1957. 
Deadline for applications is Dec. 15. Ap 
plications can be had from National Sec- 
Assn. (International), 222 West 
llth St., Kansas City 5, Mo. 


sixth annual CPS examination. 


examination will be given May 3-4, 


retaries 


HEARD 





AMA Office 
Conference in 
New York, 
October 15-17 











THE 


AVINGS AND SERVICE, through 

out the office and the company, art 

the twin themes of the annual 
office management conference of Amer 
ican Management Assn., to be held in 
the Sheraton-Astor Hotel, New York, 
Oct 15-17. The opening speaker on 
Monday morning will be Kelly Y. Sid 
dall, administrative vice president, 
Procter & Gamble Co., who will deserib« 
the new dimensions in office manage 
ment. The other speaker that morning 
will be Thomas M. Cox 


office and 


IL manager ol 


methods procedures for 


NEW S ? 


NOW CAILL ALLE! FOR ALL YOUR 
INKED RIBBON & CARBON PAPER NEEDS 


Want the best deal you ever dreamed of —on Allen’s famous low-price high quaiity 
products? Call now for samples, prices, information— get started with Allen’s top 
PROFIT-PRODUCING service at once! CALL BE 3-2255 or write: 


ALLEN & COMPANY 


MANUFACTURERS * A DIVISION OF DIXON CARBON & RIBBON CORP. 
11-13 VANDEWATER STREET, NEW YORK 38, N. Y. 
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Increase Efficiency, 
Reduce Costs — Sold 
only through our Dealers. 








DEALERS: Liberal Discounts — Delivery 
you can depend on. All forms carry 
YOUR imprint. No inventory, equip- 








——j INTERNATIONAL BUSINESS FORMS 


or R PO A E OD 
FORMERLY ARK-N-SETS, INC. 
1600 E. 26TH STREET e LITTLE ROCK 


ARKANSAS 


ment, shipping or warehouse costs. 
Write TODAY to New Dealer, Dept. 1, 
1600 E. 26th St., Little Rock, Arkansas 
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office 
a QuIdE tO yecutives and 





purchasing 
agents 


THE ONLY OBJECTIVE WORK ON 
THE SUBJECT. For the first time, all 
the tremendous number of available 
forms constructions ere described in 
a manner which allows the reader 
to select the best type for a par- 
ticular business system. Time studies 
of forms processing operations are 
reduced to efficiency factor figures 


MAN 'Cy\ a @) = | in easy-to-read charts which pin- 


point the basic advantages and dis- 


BUSINESS | aresten Wen tere. ere 


chapters on carbon paper, tags, 


envelopes and paper. Other chapters 
f. e) R M S thoroughly cover duplicated forms, 
checks, pegboard forms, autographic 


registers, stock forms, manifold 
books, and many others. The Manual 
includes many pages of informative 
advertising, providing a wide range 
of sources for the reader to use in 
selecting forms manufacturers and 
suppliers. 

Since its appearance last year, this 
book has become accepted as the 
definitive and most helpful work ever 
published on the design and use 
of forms. 























MANUAL OF 


232 
BUSINESS FORMS OFFICE 
$2 a copy postpaid 


PUBLICATIONS MADISON AVE. 





Its 43 Simple Ae 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e BUSINESS 
SCIENCE «© EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 








et eretetatates ote t KPLEED 


rile oc§e Stat anet 





ee 


|| 
(T0eee| 


DEPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNIA 








SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS 
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Owens-Illinois, and his subject will be 
Office Investments—Are They Justified ? 
The afternoon of Oct. 15 will be de 
voted to three branches of paperwork 
forms analysis and 
The speakers ° 
Metallurgical Prod 
Electrie Co.; Profs 
and Robert E. 
University; and 
Monsanto Chemical 


eontrol: control, 


measurement, and reeords. 
Taylor, 
General 


Kenneth 
ucts Dept., 
Wallace J. Richardson 
Heiland of Lehigh 


Jame s N. Flanagan, 


Administrative 
vania Electric 
deseribed on 
Lee C, 


automation at Syl- 
Products, Ine., will be 
the morning otf Oct. 16. 
Guest Jr., Sylvania’s controller, 
will cover the manag planning 
they did betor Edgar G. 
Dunn, manager of Sylvania’s data proc 
how administra- 
with the 
and op 


rement 
automation; 
will show 


essing’ center, 


tive automation works com 
pany’s. decentralized 
planning will be subject 
James D. their 


center’s planning man- 


ACTIVITIESS 
the 


Gallagher, 


erations 
presented by 
data processing 
ager 


Atter 


sentatives o! 


luncheon on Tuesday, repre- 
18 companies which have 
pioneered in data 
applications will report on data usage 

On the third day ot the conference, 
Oct. 17, office services will be discussed 
by Thomas i McDonough of H. J. 
Heinz Co. Dr. Keith Davis of Indiana 
University, tell how to make 
structive use of the oflice grapevine. 
Employee Roundup—Western Style is 
the subject of the morning’s last speaker, 
J. L. Wileox of Western Union Tele 
graph Co. The luncheon speaker on this 
final day will be Hull of Mutual 
Life Insurance Co. of New York. There 
will be exhibits of office practices and 
materials by the Department of the 
| Navy, Merck & Co., and Western Union 
Telegraph Co., during the 

Full registration 
members is $45 and includes Tuesday’s 
Wednesday’s luncheons. Complet 
had from Robert M. Glea 
management division manager, 

Management Assn., 1515 


New York 36 


automatic processing 


will con 


Roger 


conterence. 


conterence tor non 


details can be 
son, othee 


American 
Broadway, 
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NEW! Jasin STEEL SHELF CASES 


built right — priced right — attractive — durable 


For every office need . . . Jasin, the finest steel shelf case 

available. Compare these features and see how Jasin excels: 

@ Instant spacing of shelves with Jasin finger-tip control. 
Adjustments at |"' intervals . . . exactly where you want them. 
Smooth 20 ga. steel cabinet. Shelves are 18 ga. 

Smartly finished...no unsightly weld marks, no exposed 
bolts or other fastening devices, no exposed edges. 
Completely enclosed back for extra protection and finished 
appearance, 
Superior strength and rigidity. No swaying or sagging. 
Available in two widths, 30'' and 36", and 5_ heights, 
30''—36''—48''—60"' and 72". 
Three beautiful popular colors, baked on enamel. Persian 
Grey, Alpine Green, Mojave Sand. 

Ideal for Vertical Filing 


Saves space, time, money. Jasin cases with 
Slip-On dividers are convenient, economical. 


Snap-Adjust Shelves 


Easiest, most con- 
fF venient adjustment. 
* No tools or loose 

parts to handle. 


Write for 
FREE BOOKLET 


JASIN MANUFACTURING CO. 
U.S. 31 at Michigan Ave. e So. Haven, Mich. 
For More Information Circle No. 237 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Allows ability to anticipate equipment servicing. 


$55 |: =| TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 

ink. No maintenance. Thousands in use in large and Me 

small plants. R Write for 
Now get complete, accurate, documented production rochure “].1Q” 
data on any machine, process, operation. Eliminates 

costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroanway Qu 
Division’ of HEAT-TIMER CORPORATION New York 12, NY eg 


For More Information Circle No. 238 
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Substantially Reduces 


NOISE 


of Keyboard Graphoty pes 


SOUNTROL Noise Reducing Hoods, the re 
sult of many years’ research by acoustic 
engineers protect workers from tiring 
noise—increase production and work ac 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved SOUNTROL Noise’ Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today 


JARDIN ASSOCIATES, INC. 


75 Maiden Lane, New York 7, N.Y. 
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Now! 
russeR =H ANDLE 
FINCe, «= PAPERS 

messy FASTER 


SPONGES! = with amazing 


SORTKWIK 


Greaseless . . . Stainless . . . Convenient 
Creates tacky film on fingers ...makes 
paper handling easier, faster, cleaner. 
At your stationer or send $1.00 for TRIAL 
OFFER of two full size containers . .. 


LEE PRODUCTS CO. 








A LIGHT TOUCH 


makes 


] NEAT ERASURES 


with a 
RUSH- 


~FYBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 
Order from your dealer or 
send 50¢ and dealer’s name. 
THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 
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Don’t drop 
that screw! , 


Hold it with an 
H.J.J. Screw- 
holding Driver 


yy 


Sizes to 
handle 
from 70 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


qUaneeeeeseeeeeesee 


2736 LYNDALE AVE. SO.. MINNEAPOLIS 8, MINN. 
4eheueeuanueamme? 


For More Information Circle No. 185 For More Information Circle No. 213 
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llth Annual 
NBFA Convention 


(Continued from page 131) 


Due to increasing interest in auto 
matic data processing methods, two na 
tionally known companies will present 
and demonstrate their equipment being 
used for data processing transmissions. 
Commereial Controls Corp. will demon 
strate their Flexowriter and Justowriter 
and also cover business forms applica 
tions. The principal speaker for Com 
mercial Controls will be Henry J. Lind 
say, advertising and sales promotion 
manager, who is also their director of 
sales training. Other personnel from 
Commercial Controls will be in atten- 
dance. 


Zz at the National Business Show 


Oct. 15-19 1 to 10 P.M. 
New York Coliseum 


American Telephone & Telegraph Co. 
will present and demonstrate the Tele- 
typewriter and Bell IDP System. This 
presentation will be conducted by H. I. 
Flocken, communications engineer. 

Officers of National Business Forms 
Associates are, W. R. Harris, Washing- 
ton, D. C., president; Fred D. Ferguson, 
Buffalo, N. Y., vice president; F. J. 
Ring, Fort Lauderdale, Fla., secretary 
treasurer. On the board of directors are 
Royal Flesh, St. Louis; Phillip Lehman, 
Baltimore; Ray Arnell, Minneapolis; 
Don Barr, Mansfield, Ohio; James Head 
Jr., Birmingham, Ala. and E. W. Fire- 
oved, Philadelphia. Complete informa 
tion regarding the organization and its 
llth annual conference can be had from 
F. J. Ring, 207 East Broward Blvd., 
Fort Lauderdale, Fla. 


BOOTH 224G 


PREVIEW tomorrow's business 
forms today --designed and 
printed by WATTS 








Flatbed Printing - ~~ 
petitive Prices 
Manutacturers 


Rotary & 


Quality - 
iness Forms 
Since \897 


O Plants 


BUSINESS FORMS 


o 216 William Street, New York 38, NW. Y. WOrth 2-6220 


ce 


e 82° 


New York City and Belleville, Newark, Clifton, N. J 
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Crane Acquires Byron Weston 
completed for the 
purchase by Crane & Co., Dalton, Mass., 


of all outstanding stock in Bvron Weston 


- 


Arrangements were 


Co., also of Dalton. 
dent of 
president of I 


3ruce Crane, presi 
Crane & Co., and Robert Crane, 
3vron Weston 2... 


Weston Co. 


tinue to operate as a separate 


en pha 


sized that Byron would con 
corporate 
No change 
in management is contemplated 


Weston Co. will 
listribute 


entity under its present name. 
or poliey 
and svron continue to 

independ 


manufacture and 
ently its long-established lines of perma 


nent record paper and rag content bond 


papers, ledger papers, index bristols ar 


related specialties. Crane & Co. wa 
founded in 1801 by Zenas Crane. 


Weston founded the con 


Byron 
bearing h 
100% 


papers exclusively. It is also wide 


pany 


name rane & Co. makes 


known as eurrencey papers, 


Marchant Executives 
Walter 
bohm, for 


two 


Kass¢ 
almost 
decades a se 
manufacturing 
Mar 


‘aleulators, 


nior 
executive ol 
chant ( 
nan ed to 


the newly created 


Ine., was 
post of exceutive 
vice president-ope1 


ations, if 


was al 
: - Walter Kassebohm 


nounced by Ed 

B. Jessup, president. Mr. 
“ads up all operations of the two Mar 
Oakland, Calif.; Mar 
Rechenmaschinen GmbH, in West 
Inc., 


Kassebohm 


chant plants in 
chant 
Germany; and Marchant Research, 
affiliated company in the electronie com 

and data processing systems fieid. 


Marchant 
the appointment, Mr 


s president of Research, 


In announcing 


Mills of Byron 
Weston Co. at Dal- 
ton, Mass. The firm 
has been acquired 


by Crane & Co. 
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use for sales presentation 
or as a personal file 


A place for clippings, photos, pedigree 
papers, testimonial letters ... a file every 
businessman can use. No metal rings or 
fasteners to punch through cover .. . 
Something new—a flexible plastic ring 
that holds plastic leaves in perfect align- 
ment. Cover is hand rubbed, pure vinyl 
in brown pigskin or tan rodeo grains. 


Roady far personalization 


’ “see your tocal stationer 


SMEAD MANUFACTURING CO., INC., HASTINGS, MINN. - LOGAN, OHIO 
For More Information Circle No. 418 
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Mercury products for 
duplicating machines 
are built to the same 
standards as rollers 
and blankets on giant 
commercial ;presses! 






































— 


“RAPID ROLLER COMPANY 


MAIN OFFICE AND FACTORY: FEDERAL AT 26th STREET - CHICAGO 16, ILL. 
EASTERN SALES OFFICE: 800 McCARTER HIGHWAY + NEWARK 5, N. J. 


IMPORTANT: There Are NO OTHER Rapid Roller Company Branches or Factories 
For More Information Circle No. 196 
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Jessup said: ‘‘ Establishment of this new 
top-level reflection of Mar- 
of broadening executive 
responsibility in line with and to further 
our company’s growth, and 


” 
progress. 


post is a 
chant’s policy 


expansion 


Rembert J. Dohm 


was appointed ex 
port manager of 
Marchant Caleula- 
tors, Ine., it was an 
nounced by Wesley 
E. Jenkins, vice 


president and gen 
eral manager. 
Mr. Dohm comes to 
Marchant from the 
Remington Rand 
Div., Sperry Rand Corp., where he held 


sales 





Rembert J. Dohm 


the position of export sales manager of 
department. He 
charge of sales, sales promotion and ad 
vertising throughout the world. As Mar- 


the systems was in 


chant’s export manager, he will direct 
the company’s entire overseas sales and 
sales promotion program, 


Heads Davidson Corp. 


Martin M. Reed, 
president, Mergen- 
thaler Linotype Co., 
announced the elee- 
tion of Harry C. 
Anderson to the 
presidency of Da- 
vidson Corp., Brook- 
lyn, N. Y., a Mer- 
genthaler — subsidi- 
ary. Mr. Anderson 





Harry C. Anderson 


was formerly asso- 
ciated with B. Dick Co. as vice presi 
dent in charge of sales and as an inde 
pendent distributor in the Metropolitan 
New York area. W. W. Davidson Jr., 
executive president, 
his present capacity. 


vice continues in 


Paper for Carbonless Forms 


Old Town Corp. obtained the Ameri 
can license to make a paper which cre- 
ates copies without using carbon paper. 
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When impressed, a change in the paper’s 
surface structure produces a duplicate of 
copy written on the original sheet which 
treated. Copies can be in any 
combination of eight colors and black; 
will not fade in sunlight nor stain the 
hands. E. L. Tabat, Old Town 
executive vice president, made arrange 
ments with the originator of the process, 
Molineus & Co., Duseldorf, Germany, ac 
James H. MeGraw Jr., Old 
Town board chairman, who said the paper 


is not 


user’s 


cording to 


will be available here probably early 
next year. 
Felt & Tarrant Executives 

Albin E. Carlson, president, Felt & 


Tarrant Co., Chieago, announced 


Mfg. 
the appointment of Leslie T. Carr as 


general sales manager of all Comp 


tometer products. Carl R. Lomatch is 


now sales manager in charge of Comp 





Carl R. Lomatch, Leslie T. Carr, Leslie Langille 


tometer calculating equipment and Leslie 
Langille is sales manager in charge of 
Comptometer dictation machines. Mr. 
Carr has spent more than 30 suecessful 
years in the office equipment field, most 
of them with Marchant Calculators, Ine. 
He served as Marchant’s national sales 
manager from 1947 to 1953. Since join- 
ing Felt & Tarrant Mfg. Co. he has been 
a distributor and a divisional sales man 
ager for the Comptometer dictation di- 
vision with headquarters at Oakland, 
Calif. Mr. Lomatch has been a member 
of the Comptometer sales organization 
for the past 22 years and their Milwau- 


kee district sales manager since 1949. 


bho 
wn 
wn 








TYPE ULEANING MADE =n 


with the amazing 


CLEANS 
* Typewriters 
“e Billing Machines 
* Adding Mochines 
© Addressing Plates 
* Morking Devices, ete 
TYPE CLEANER 


Typists ond business 
machine operators wont 
*Norto Plastic Type Cleaner 

ifs @asy fo use-—NnO mess 
— no liquids to sp 
*NORTA THE OF 
Free somple sent ur equest 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York |, N. Y 
For More Information Circie No. 352 


SINAL PLAST 





It is a machine that 
will absolutely pre- 
vent the mutilation, 
alteration or forging 
of the figures in (D Type) 
checks and other valuable securities. 


; Nippo Machine Industry Co., Ltd. 


Tenjin-cho, Nishi- ku, Yokohama, Japan 


wom 


For More ‘Snforenetion Circle No. 353 


Aum PROBLEMS 


3 PHONE SOLVED—— 


. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 
Room 710 
New York 16 




















_ For More Information Circle No. 354 


SENSATIONAL! NEW! 


“CONTROLLER” POCKETSIZE CALCULATOR! 


Performs any calculation 
you desire instantly. No 
training required Inde- 
structible, all aluminum 
| oz. with case; 3'' diam- 

- eter. Used by hundreds of 
U.S. companies, Complete 

My -« . . . 
instrument instructions incl. 
—$7.95 ppd. Check or MO 
—No COD 


SILVER BELLS LTD. 
600-16 St., Oakland, Calif. 
For More Information Circle No. 365 
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Mr. Ls 


ney Bowes, Ine., as a 


with Pit- 
and 


ingille served 16 years 
salesman 
years he was 
Marehant Cal 
City. In 1953 
Industries, later pur 
Tarrant. He has been 


branch manager. For four 
district 
culators, Ine., at 
he joined Valley 
Felt & 


of dictation machine 


sales manager for 


Kansas 


chased by 
in charge sales since 


that time. 


IBM Executives 


The board of di 
rectors of Interna 
Business Ma 


Corp. an 


tional 
chines 
elee 
tion of Mrs. 

J. Watson 


sr. As fn 


nounced the 


director. 
Louis H. LaMotte 
and Albert L. Wil 
elected 


liams were 


’ : t] H, W. Miller Jr. 
members of he 

executive and finance committee. A 
Wisner Miller .Jr., 
the IBM Eleetrie 


named a vice president. He 


manager of 
Div., 
became 
In 1955, 


tremendous growth 


general 
Typewriter was 
sales 
manager of the division in 1947. 
in recognition of the 


of the 
completely 


was reorganized as a 
with 


division, it 
autonomous operation 
administrative structure from 
the other divisions of the company.’”’ Mr. 
Miller IBM in 1937 as a 


salesman, | general manager. 


separate 


who joined 


was name 


IBM-Sperry Rand Settlement 


International Business Machines Corp. 
Rand 


licensing 


and Sperry Corp. entered into a 


non-exclusive agreement to ex 
manufacture punched 


data proe 


change licenses to 
and electronie 
their 
patent applications in exist 
sased on IBM’s greater 
machines, IBM will 
annual roy- 


years as a 


ecard accounting 


essing machines under respective 
patents and 
as of Oct. 1. 
these 
Rand a 
alty of $1,250,000 for eight 
credit against production royalties, after 


no further royalty 


ence 


iction of 


pay to Sperry fixed 


which time payments 


will be due. The two companies also 
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Stationers Loose Leaf Co. has 
moved its plant and offices to 
this building at 224 East Chi- 
cago St. Milwaukee, Its four 
floors are devoted to a ma- 
chine shop, offices, printing 
operations, and bindery, All 
manufacturing operations in 
the production of Faultless 
loose leaf equipment are con- 


ducted on modern machines in _— 
the firm's new building. : fi 





agreed upon a procedure for settling Stationers Loose Leaf Moves 
patent interferences now pending in the 


ay : Adolph G. Lotter, president, Station 
U. S. Patent Office and arranged to ex 


ers Loose Leaf Co., announced the firm’s 


change technical information on punched at ] : 
removal to 224-246 E. Chicago St., Mil 


card accounting and electronie data proe 


essing machines announced or released waukee. The 55-year-old manufacturer 
ty production prior to Oct. 1. Sperry of the Faultless line of loose leaf equip- 
Rand withdrew its anti-trust complaint ment purchased a four-story building for 
and IBM withdrew its patent infringe its new manufacturing plant and air-con 
ment counterclaim. ditioned offices. The move was made with 


iv) 





—— 


a , eee 
—_— CALCULATING MACHINES 











DIEHL GMBH. RECHENMASCHINENFABRIK NURNBERG STEPHANSTRASSE 49 RUF: 4911 


For More Information Circle No. 335 
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Right At Your Finger Tips 
A Plastic Binding Kit 
For Scrapbooks and Albums 


Exciting new do-it-yourself binding kit, 

simple enough for a child to operate | 

Just insert the pages and punch, then 

pick a colorful binding tube from the 

spin dial base, snap into place and in’ 

seconds you have a real professional-— 
| looking colorful volume. 
bef 


Py 


= 


Other models available— 
write for free booklet to department OF -10 


TAUBER PLASTICS INC. 


200 Hudson St.. N. ¥. 13, N.Y. Call WOrth 4-5621 


For More Information Circle No. 350 





sORT-()-FILE 
SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS NUS For fast hand-sorting of cards 


checks, letters, invoices, orders, 
business forms or public docu- 
ments. We make ail types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulars. 

Representatives everywhere. 


Associated Industrial Designers 
P.O. Box 39652, Los Angeles 39, California 
Plant: 1248 East Sixth Street 
Warehouse: New York, Chicago 


Van em Aiwors Wonted 











For More Information Circle No. 351 


258 





n delivery 
cident de 


1 1 
nery invoived 


Burroughs Sales Realignment 


two veteran sales execu 
gnment of the U. S. and 
activity was an 
Eppert, executive 
3urroughs Corp. Noel 
Mudd, ( as. been 


yinted to the newly cre 


nounced y Ray R. 
ce president 


general sal 


of marketing, with 
or distribution in the 
livision. Mr. Mudd 
surroughs since 1923 and 
sales capacity. Ken 
it general sales man: 
general sales ma 
been with 
Staff and line 
have been separat -d in 
Mr ] ppert said. Willis 
president-marketing, 
» dual role of direct 
ichines 
arketing activities of all 
visions and subsidiaries of the 


Mr. Morgan 


overa 


devote full 


marketing 


Underwood ee 


Frank E. Beane was se gr ie vice 
Inderwood 
of the see of diree 
tors, according to Fred M Farwell, presi 
dent. Mr. Béane, 
as consultant to Bache & Co., was for 
T the president of the 
sral Chemical Div. of Allied Chen 
al & Dye Corp. He also served as presi 
Equitable 


president and controller of 


Corp. at a meeting 


who has been serving 


iy assistant 


dent of the searing Co. an 
is a partner in Fenner & Beane. During 
World War II he was 
the OPA 
Oliver H. Fulton Jr., formerly assistant 
the president, 


associated with 


has been promoted to 

director of product planning for Under 
W. G. Zaenglein, 
Edson I. Small, 


wood { orp., according to 


executive vice president. 
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Every DEALER & STATIONER 
can sell the 


RESULTA 


world’s 

smallest 
adding 

Machine 


-95 
wd 


Resulta answers the need for a good, inexpensive, 
portable adding machine. Despite its low cost, it 
is a precision-made machine which adds, subtracts, 
multiplies and even gives credit balances, It can 
do more than most of your customers will ever need 
And remember this — ONE YEAR EXCHANGE 
GUARANTEE with no servicing ever required. SELL 
this miracle of fine German craftsmanship by join- 
ing our fast growing dealer organization. Write for 
full particulars: 

RESULTA ADDING MACHINE CO. 
110 Glen Head Road, Glen Head, L. |., N. Y. 
(Factory warehouse with ample supply 
of machines always on od 
For More Information Circle No. 180 





a 


INTERNATIONAL 
IS THE DEALER’S 
CHOICE! 





SELECT ROUGH 
AND REBUILT 


OFFICE MACHINES 


® CALCULATORS © COMPTOMETERS 
® ADDING ® ADDRESSING 
® BOOKKEEPING MACHINES 


WRITE FOR SPECIAL PRICE LIST 
Cable address ADDBOOKAL 


INTERNATIONAL 


OFFICE APPLIANCES, Inc. 
326 Broadway, New York 7, N- Y. 
HAnover 2-6700 


For More Information Circle No. 183 
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—PHOTO COPIES— 


automatically 
in seconds! <4 


NEW 
PORTABLE 


EXACT-FAX by Genco 
e No other equipment 


Our FIRST unit } * Novo 

that offers all J © Unit weighs only 30 
Ibs. 

these advan- 9. copies are 9%" x 

tages: any length. 


e Larger units 
/BRITE-LITE OPER- able 
ATION works in any e FAST! 60 to 90 
office light, either copies per hour 
fluorescent or incan- 
aaeanat ° oe fixing, 
DURABLE _STAIN- MADE IN U.S.A 
tiene CON- LIFETIME SERVICE 
GUARANTEE 


mMAKES MULTIPLE 
COPIES ONLY 4c Complete 

Units 

Start at . 
See us at 


each 
Co 

Nat’! Business Show 
Booth No. 229-C 


avail- 


PIE or 
SIDED> ORIGINALS 


wmREPRODUCES 
FROM ALL COLORS 


General Photo Products Co., Inc. 
General Photo Bldg., Chatham, N. J. 








For More Information Circle No. 181 





THE BEST 


Every Office needs them 
Alert Dealers SELL them 
J PEEDRITE 


Error-No 
Copyholder 


a sa + Oo @..e 


Chossien 
Vale Weller 


COMPANY, INC.- ROCHESTER 20, N.Y. 





WO 


40 MT. HOPE AVENUE 
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100% FILING 


ee Oe Me 


DIV-I-DEX 


UNITS 


GAIN FILE SPACE 
AND SAVE FLOOR SPACE 
Add One More Drawer To Every Four 


A DIV-I-DEX installation eliminates 
the space consuming follow blocks 
and divides a file drawer into six 
flexible compartments. Folders can- 
not slump — index tabs remain 
plainly visible, saving time, space 
and money. At your stationers or 
write for literature. 


CEL-U-DEX CORP. 1 Main St.,-Brooklyn 1,.N. Y. 


For More Information Circle No. 209 


wee 4 WOISPUTAGLE 
ee) ZME RECOROS/ 


‘ 

| tig t F 4 

pee = ; > . 
i # os ee 

* ” ‘ 4 


TIME RECORDERS 


Keep indisputable evidence 


LATHEM TIME RECORDER CO. compliance with the 
90 Third St., N.W., Atlanta, Georgia Lathem Time Recorder. 
Gentlemen: 

Please send me full information on the Lathem 
Time Recorder. | understand there is no obligation 
on my part. 


Hand-engraved 
bronze type 
wheels assure 
clean, accurate 
records. 


I chi iccocctinivaigtaanciiignas 
Address__ Si ae =. 
City__ ee ae se 








For More Information Circle No. 210 _ 
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formerly with Monroe Calculating Ma 


chine Co., has been appointed manager of 
market research, 


Lithoplate and Harris Chemical 


To expand and streamline service to 
more than 800 lithographie chemical and 
supply dealer outlets, all sales operations 
and personnel of the Harris 
Div., Harris-Seybold Co., have been inte 
grated with the nationwide 
of Lithoplate, Ine., a wholly 
Harris-Seybold. Announce 
ment of the integration was made 
by Elmer F. Deal, president of 
Joseph W. 
president-finance of 
board 


Chemical 


organization 
owned sub 
sidiary of 
jointly 
Litho 
Powell Jr., vice 
Harris-Sevbold and 
Lithoplate. Litho 
distributor of all prod- 
Harris Chemical Div., ineluding 
the complete line of Harris deep etch and 
surface plate 


chemicals and 


plate, and 


chairman of 
plate is now sole 
ucts of 
materials, lithographie 
pressroom other supplies. 
Lithoplate manufactures Harris Alum-O 
Lith presensitized offset plates. 


Heads Banner Business Forms 


Banner Business 
Forms, Ine., 30 
Chureh St., New 
York 7, announced 
the appointment of 
J. W. (Jack) Har 
low as_ president. 
Mr. Harlow’s expe- 


rience 25 


eovers ae) 
as sales 


years man- 


J. W. Harlow distriet man 


ager and manufac 
interleaved forms. His 


background 


turer of carbon 


extensive makes him emi 
nently qualified to direct the organiza 


tion. 


For Facit in Phila, Area 
Louis P. Merlano, 
manager of Facit, Inc., 
Road, Levittown, Pa., and 
will concentrate his sales and service ac 
Philadelphia area. Mr. 


Merlano will continue to service all his 


northeast district 


has moved to 37 
Red Ridge 


tivities in the 
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add A-U-1-0-M-A-T-1-0-N 


efficiency in your 


COLLATING and GATHERING 


with the 
FULLY AUTOMATIC 


JCM 


VERTICAL COLLATOR 





Perfect for Fast, Accurate, Eco- 
nomical Collating and Gathering 
of: 


BUSINESS FORMS, CATALOGS, BULLETINS, 
PRICE LISTS, HOUSE ORGANS, MANUALS, IN- 
SURANCE FORMS and every other collating job. 


With the high-speed, fully automatic JCM VERTI 
CAL, one operator working on a 4 part machine 
does the work of 6 to 10 girls working by hand. 
Handles 12-lb stock to 100-lb oe , In sizes up to 
11" by 14". JCM Vertical Coll are made 

sltiples of 4 part units with aie mat t-f 
delivery as standard equipment on al 


WRITE FOR SULL INFORMATION TODAY! 


J. CURRY MENDES 
CORPORATION 
| CURRY LANE » CANTON. MASS. 


Western Offices: 
500 S. Clinton St. e Chicago, Ill. 


Eastern Offices: 
22 E. 29th St. e New York, N. Y. 
West Coast: 
619 W. Washington St 
Los Angeles, Calif 


For More Information Circle No. 395 
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important 
thing . .. 


CARBON PAPERS and RIBBONS. 


is the positive improvement 
you'll find in your originals 
and copies . . . the cleaner, 
sharper, always more legible 
impressions these fine prod- 
ucts produce for you. 


Codo, you see, uses only the 
world’s finest materials .. . 
employs only the most scien- 
tific methods . . . inspects the 
quality CONSTANTLY. 


@ MOREOVER — with each box of 
Codo Super-Treated Carbon Paper 
you receive, at no extra cost, Codo’s 
famous Carbon Gripper — a patented 
device assuring perfect carbon copies 
every time. Order a box TODAY! 





Cd — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, lil. 


For More Information Circle No. 325 





‘ormer eustomers as well as develop 
closer contact with dealers in the entire 


Middle Atlantic area. 


Ozalid Midwest Manager 


Robert C. VanWinkle Jr. was appointed 
midwestern regional manager for the 
Ozalid Div., General Aniline & Film 
Corp., it was announced by L. P. Naylor, 
general sales manager for Ozalid. Mr. 
VanWinkle previously was a sales repr 
sentative in Ozalid’s Los Angeles Branch. 


Stenafax Distributor in N.Y.C. 


Times Facsimile Corp. has appointed 
Thomas Collators, Ine., as exclusive dis 
tributors of Stenafax machines and re- 
lated recording supplies in New York 
City. This provides increased facilities 


for the coverage of this area as Thomas 


| Collators, Ine., has established a new 


branch office for the sale of both their 
own and related oftice equipment. The 
Stenafax Div. of Times Facsimile Corp. 
will concentrate on the next phase of the 
development of a national and interna 


tional market 


Now Cashere Corp. 


International Cash Register & Parts 
Co. has changed its corporate name to 
Cashere Corp. Officers are Guy W. Ed 
monds, president; Whitney C. Norton, 
vice president; N. I. Edmunds, secretary; 
R. P. Jones, sales manager. The firm has 
grown steadily in the past 21 years and 
now employs over 30 people in the pro 

m and sales of over 3000 separate 
register replacement parts. They 

o make cash drawers and cash registe! 
bases. Their new line of Kitty Kashere 
Ribbons for adding cash registers and 

machines has appealed to both 
id customers, 


Monarch Metal Moves 


Monarch Metal Products, Ine., for 
merly of Mount Vernon, N. Y., has moved 
its office and factory to its new and 
larger plant in New Windsor, N. Y. 
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NOW ror au Mualtiliths 
Visi-GUIDE x 


MASTER FEED CONTROL 


Boosts Output, Cuts Spoilage 
Easier Feeding ALL Stocks! 


TYPEWRITERS 
ALL MAKES 


FREE! 


Slash masking 
and setup time! 
Try 5 Base Line 
Masking Sheets 
free! For 1250, 
1300, 2066-SD, 
LD! Write now 


REGALRITE BRAND Me << (ge Bee 
RIBBONS a CARBONS NOW run envelopes, or small, thin, yd 


curling stock easily—to hairline register! 


GUIDE’s five free-rolling steel balls give 
prevent 


THE UTMOST IN QUALITY positive, continuous control, 
“bounce” or rebound! For Nos. 1200, 1250 


THE LOWEST IN PRICES only $19.95; No. 1800 $24.50; No. 2066 (2) 


$59.00, po 1 with check. 10-day 
Proven—Best by Test—Best for Less Ka 6 CC 


Dealers: Write for full information! 


. 
REGAL TYPEWRITER COMPANY, INC. Ns LITHO-ENGINEERING & RESEARCH 


200 HUDSON ST., NEW YORK 13, WN. Y. 
im 63241 Eastlake Dept.OM Seattle 2, Wash. 


, ati Circle No. 329 ; 
wee wore HNEGTRALION CHES NS For More Information Circle No. 331 


— 


PLAIN OR PRINTED TO FIT YOUR SPECIAL NEEDS 
a y 4. OAR TER- 


Smith 


PROJECTING SIGNALS 


RO RRR ccm 








Quality | 


| 
| 


Service 

















Charles ‘: Smith Inc, @ PROMPT AND EFFICIENT SERVICE GUARANTEED 


EXETER, NEBRASKA Send for ¢ strated Cotologue POST FREE 
* 


| iilersccest dso: trary sera TYPEWRITER SUNDRIES CO. LTD. 





ng signals and indexes 
Head Office: 30 NEW BRIDGE NDON, E.C.4 


For More Information Circle No. 330 For More sear irnte Sivete No. 328 
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Acres and Acres of Ideas 
at the largest management show ever held anywhere 


NEVER BEFORE e so much space 
@ so many exhibits e so great an audience 
@ so many new ideas e so much interest 


MANAGEMENT comes to see, to test, to 
compare all that is new and proven in 
every thing used to construct, maintain 
and operate the modern office. 


NATIONAL BUSINESS SHOW 


New York Coliseum —Columbus Circle, New York 
October 15 thru 19, 1956 1-10 PM DAILY 
RUDOLPH LANG, Monaging Director 
3 West 42nd Street, New York 36, N. Y. * PEnnsylvania 6-6760 


tees 


For More Information Circle No. 373 





RITE-LINE copyruo.iper 


e SAVES EYESTRAIN 

© PROMOTES ACCURACY 

e INCREASES PRODUCTION 
e LINE MAGNIFIER EXTRA 





e TAKES COPY UP TO 20° 
e HOLDS NOTEBOOK 

e FITS IN DESK DRAWER 
Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 374 
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DIAN 
Ctudograyshie 


CASH REGISTER 


~ 


Ruled paper 
roll, on which 
entries are 
recorded, 
spaces auto- 
matically 
upon pulling 
the hand 
lever — Cash 
Drawer opens 
and warning 
bell rings 
Hundreds of Dealers have found the Indiana Autographic 
Cash Register profitable to display and demonstrate. 
ideal for all types of business doing over-the-counter 
sales. Sales or payments on account recorded quickly and 
accurately. Sales figures can be kept by commodities or 
departments and are classified at time of entry. All 
records and figures available at end of day for checking 
6 popular models. 
Dealers—write for details. 


MINDIANA CASH DRAWER CO. 
Shelbyville, Ind. 


For More Information Circle No. 375 





@ SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


**BUEROMARKT'’ (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
"DAS RATIONELLE BUERO' (The Rational 
Office) monthly, printed in German......$9.50 


combined only $13.00 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing. rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. . New York 6, N. Y. 
Tel: BArclay 7-9550 


VERLAG PETER BASTEN, Aachen, Germany 











For More Information Circle No. 376 
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Todd Appointments 


Appointments of 
Leonard TT. Tho 
masma as \y ice presi- 
dent-marketing and 
Richard C, 


as general 


Browne 

sales 

Todd 
Co., were announced 
by George L. Todd, 
Todd is 
a subsidiary of Bur- 
Tho- 


who has been vice president and 


manager of 


president. 


Leonard T, Thomasma 

roughs Corp. 
mMmasma, 
general sales manager, will have broad 
ened responsibilities covering all market 
ing activities of Todd and its newly-ae 


Charles R. Hadley Div. Mr. 


who has been eastern divisional 


quired 

Browne, 
have charge of all 
Robert W. 
gan, recently named general sales 
Todd Co. of Ltd., 
Canadian export 


will 


sales manager, 


domestie sales activities. 
Geoghe 


Canada, 
and 


manager of 


head sales 


will 


sales. 


Appointment of Walter A. Bebenek to 
the sales department of 
bank automation, 
nounced by Leonard T. Thomasma. Mr. 
Bebenek is a veteran sales executive with 
Burroughs Corp. He will direct a fast- 
expanding area of Todd sales activities 


Todd Co., as 


; 


coordinator, was an- 


growing out of Todd-Burroughs collabora- 


tion, in eleetroniec check-sorting for 


banks. 

GBC Gets Interest in Slide-Ring 
Wilson 
Corp., 


In a announcement by 


Binding 


joint 


Jones Co. and General 
they explained their operation of Plastic 
Loose Leaf, Inc., producers of Slide-Ring 
General Bind 


interest in 


loose leaf plastic binding. 
ing acquired a_ substantial 
Plastic Loose Leaf to make available to 
its customers the binding that combines 
the light weight and low cost of plastic 
with the flexibility of loose leaf. General 
Binding will concentrate its distribution 
through direct factory-owned branches. 
Wilson Jones, who pioneered and intro 


duced Slide-Ring, will adhere to its policy 





and plates wrinkle-free. 


the others. It's new and different. 


METAL SPECIALTIES, 


DEALER INQUIRIES INVITED. 


READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
secewovee ALWAYS AT SEE LEVEL::::-» 


The Read-A-File Cabinet is a protective file that keeps stencils 
It permits full-length inspection and 
— access to any one of up to 400 stencils or 200 plates. 
he hanger unit, with 50 clips, rides on ball bearings. 

clip is on its own rod and can be removed without 


Each 
isturbing 


Incorporated 
3547 Massachusetts Ave., Indianapolis 18, Ind. 


For More Information Circle No. 336 





Southern Folder & Index Co. 


P. O. Box 1232, El Dorado, Ark. 


manufacturing standard and 
special filing requirements 





Samples Furnished 





FORM FOLDERS — Printed Your Copy 

“In Stock" — Attorney Folders — Report Covers 
Funeral Folders — Ledger Folders 

Inquiries Answered Promptly 








For More Information Circle No. 337 
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ADVERTISE 
10 


75 
DIFFERENT 
MARKETS 


for 


office equipment 


and supplies 


Afghanistan 

Alaska 

Algiers 

Arabia 

Australia 

Austria 

Belgian Congo 

Belgium 

British East 
frica 

British Guiana 

British Honduras 

Burma 

Canada 

Ceylon 

Cyprus 

Denmark 

Egypt 

Ethiopia 

Finland 

Formosa 

France 

French Africa 

French Guiana 

Germany 

Gibraltar 

Great Britain & 

Northern treland 

Greece 

Haiti 

Hawaii 

Hong Kong 

iceland 

india 

Indonesia 

Iran 

iraq 

treland 

israel 


Italy 

Japan 

Kenya 

Lebanon 
Liberia 

Libya 
Luxembourg 
Madagascar 
Madeira Island 
Malaysia 


Netherlands 

Netherland West 
Indies 

New Zealand 

North Rhodesia 

Norway 

Pakistan 

Philippines 

Portuguese Africa 

Puerto Rico 

Siam 

South Sea Islands 

Southern Rhodesia 

Sudan 

Surinam 

Sweden 

Switzerland 

Syria 

Tanganyika 

Tunisia 

Turkey 

Union of South 
Africa 

Viet Nam 

West Indies 

Yugosiavia 


Pees 





€uipme nt 


xporter 


During 1955 calculating machines 

valued at $718,989 (FOB plant) 

were exported to West Germany from 

the USA. $43,293 of metal office furniture 
went to Saudi Arabia and 111,237 lbs. of 
carbon paper left for the Philippines. West 
Germany, Saudi Arabia and the Philippines are 
but three of the 75 countries and regions 

listed at left where every autumn 

OFFICE EQUIPMENT EXPORTER is 
enthusiastically received and acted upon by all 
office equipment importers, dealers 

and specialists. These countries 

buy both high and low priced items. 

Write today for advertising rates. 


Office 


PUBLICATIONS 


232 Madison Ave., New York 16 


For More Information Circle No. 434 
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gh the 


Slide 


trade. 
Ring on fini 


[t will push 
shed 
as loose leaf 


bind 


if selling throu 
the sale of 
books 


loose 
and binders, and 
to commercial 


binding components 


es 


Cummins Western Manager 


K. William Morton 
regional manager for 


was appointed 
Cummins 
John 
president. Mr. 
field 


western 


western 


Chicago Corp., it was announced by 


Jones. executive vice 
Morton 
service activities in the 
hirds of the He recently re 
general manager of the Ameri- 
ean Perforator Co. after more than 30 
During this time he 
as correspondent, of 


will supervise sales and 
two 
country. 


signed as 


years’ service. 
ved suecessively 

assistant sales manager and 

before 


ice manager, 


vice president-sales being made 


general manager. 


Rex-O-Graph General Manager 
William Lane, 


ing Corp., 


president, General Bind 
announced the 
Dave Montguire as vice president and 
general manager of Rex-O-Graph, Ine., a 
wholly 


appointment of 


owned subsidiary of GBC. 


Evans Sales Manager 

L. W. 
cialty Co., announced the 
William g Mevers 3rd, 
manager. Mr. Meyers 
of national sales experience to his 
position where he will direct the 
Evans products through the 


president, Evans Spe 


appointment of 


Evans, 


as national sales 
brings 17 years 
new 
sales of 
present or 
jobbers and 
and ¢ 


distributors, 
hout the U.S. 


ganization of 


cents throug ‘anada. 


‘riden Sales Promotion Manager 
Appointment of Norman S8. 
ales promotion manager for Friden Cal- 


Machine Co. announced by 
president and general 


Jones as 
‘ulating was 
B. Taylor, vice 
former Eastbay 
charge of 
and publications for the 
He is now in charge of 
depart- 


ales manager. A news- 
man, Mr. 


Friden publicity 


Jones has been in 


inst ten years. 


the company’s sales education 
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SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 


white FOR CIRCULAR 


32 E MCWILLIAMS ST 
FOND OV LAC. wit 


For More information Circle No. 346 


= BUSINESS FORMS—— 


CARBON — were an Lh — SINGLE SET 
OFFSET & LETTERP 
FINE QUALITY — LOW PRICES — EPAST DELIVERY 
e 
Among Nation’s Most Progressive Printing Plants 
(Expanding Steadily Since 1938) 





ORDER DIRECT — BUY WHOLESALE — NOT RETAIL 
EXCLUSIVE DEALER AREAS ALSO AVAILABLE 
° 


We Feature 30 Day Delivery — No Order Too Large 


The Duplicate Forms Co. 
STATION STREET MENTOR, OHIO 
For More Information Circle No. 347 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 
for 
: Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











™ar More Information Circle No 348 


WORLD’S STRONGEST 


RUBBER BANDS 
ASK YOUR STATIONER 


For More Information Circle No. 349 


267 





ment, publications, arrangements for ma 
jor business show participation and othe 
f the 
1 continue 

rangements for the 
Gilbert 


facets o sales promotion progran 


of 
Friden 


and wil chairman 


as 
annual sales 
ae 


Kriden 


Thermo- 

Promotic 
Arthur D. 
the duphe;s 


convention. Dean, who was 


editor 
itor 


assistant ot publications, 
became ed and also handles local pub 


licity. 
nounced 

Recordak Promotes Phillips 
Van B. Philli 


rional mans 


. formerly mid-west 


»M’s 


brane 


Recordak ( 


a] 


— { 
er of 


Corp 
ig rp., 


, 
appointed assistant gene sales 


ced by Joh Joein 
l sa es Inanager, \ »M 


ger, it was 


annoul 


president and genera n 


east 
3M International Division 

Pron of Ww. 
president 
Minnesota 
Div 


Patterson, 


otion Roy Keel 
les 


Mfg. Co.’ 


nnounced by ; orp., 


and 
Mining 


genera 
& 


Qo) 


tional ann 
re hi 
rer of West 


direct 


mana 


will 


PAYS 
FOR ITSELF 
IN 30 
DAYS 


CALCULER-D 


One of the greatest time savers 
elit -te-toMolehacel Ma ta cMmelt lollies) 
and bookkeepers since F.I.C.A. 
and Withholding Tax went into 
effect. Used by concerns em- 
ploying from 20 to> 20,000. 


WEVER »soLeTe 


Interchangeable 
drums permit chang- 
ing charts for tax 
revisions. 


SOLD ON 
30 DAY TRIAL GUARANTEE 


FOR ANY PAYROLL SCHEDULE 
DAILY * WEEKLY * BI-WEEKLY * MONTHLY * SEMI-MONTHLY 
‘Uses government approved calculations 
See your local stationer or write direct to 


AYRES CORPORATION, BOX 1081, WILMINGTON, CALIF. 


For More Information Circle N 


supervi 


cinnati, 


Rudner, pre 


s beer 


wee 


‘ceeds Kenenth J. Shea, 
president and 


sub 


vice 


}M’s Canadian 


S 


Fax Sales Supervisors 
of Robert W. Keith 


Putnam to sales supervisors in 


mn and 
iting products division was an 
vy Minnesota Mining & Mfg. 
Keith 3M 1951 and 
in the areas covered 
Detroit 
ices from headquarters in 
Mr. 
1949 an 
ast 

se 


joined in 


i selling 


lk 
h 


veland, and Cincin 
oft 
Putnam was employed 
will supervise sales in 


rea from headquarters in 


Rudner Opens in Los Angeles 


A ddressalith 


opening of 


dent, 
the sales 
at 
Mr. 
office 


our a 
’ 


and warehouse 


associated with the 


ilding 


2 


st., Angeles. 


Why toil with dog-eared charts 
and reams of figures, when pay- 
rolls can be so simple... 


THE AYRES WAY 





A twist of the fingers ... and 
C. A. and With- - 
holding Tax deductions appear on 


complete F., |. 


a single line... Saves 50% time. 


erry tod vol 
Lested throuep Use 


} } ) ” 
Dy teadding Concerns. 


0. 333 
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machine business for over 30 years and 
brings to the trade the benefit of his long 
experience. He was the founder and 
operator for 18 years of National Type 
writer Exchange in Montreal, Canada. 
Prior to Angeles he 
American Office 
Addressalith 


Corp. will specialize in the sale and re 


his coming to Los 
owned and _ operated 


Equipment Co. in Seattle. 


building of all types of mailing and ad- 


dressing equipment, and = supplies for 


them. 


Lane Is Bank Trustee 


Charles .J. 


Lane 


Chas, J. 


furnishings and 


Lane, president, 


Corp., business 
equipment, was elected a trustee of Dol 
3ank of the City of New 
Robert M. 


president. Mr. 


lar Savings 
York, it 
Catharine, the 


was announced by 

bank’s 
Lane has spent over 35 years in the office 
equipment field. Sales manager of Secu 
rity Steel 


started an independent business in 1936, 


Equipment Corp. until he 
he invented the Visi-Shelf filing system 
and is actively connected with Visi-Shelf 


File, Ine. 


Industrial Progress Exhibit 


Ditto, Ine., will represent the duplicat- 
ing industry in a two-vear touring exhi- 
bition of Industrial Progress U. S. A. An 
estimated two million people are ex 
pected to see the exhibit which is spon 
the Henry Ford 


Village. 


sored by Museum and 


Greenfield 





| Clear Your Desk For Action With This 


CURMANCO]|. 
LETTER SORTER= 


Saves time...invites ac- 
tion. Clears your desk. 
Handles, sorts, classifies, 
distributes work. Electrical- 
ly welded in one piece. 
Olive Green, Brown, Gray. 


Letter Size ... .$7.50 Legal Size ... .$9.50 
F. O. B. Factory. Two or more prepaid. 


CURRIER MFG. CO., St. Paul 8, Minnesota 
For More Information Circle No. 326 
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FAST+ SAFE 
| PORTABLE! 


\" Add filing space by 

destroying cancelled 
checks, ledger sheets, cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
“SILVER EXECUTIVE AUTOMATIC" 
Paper Shredder is the only automatic 
feed machine . . . shreds papers into 
unreadable !/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


\ 


time 


Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 


Sind Vid 
103 MILL ST. - 
For More Information Circle No. 327 


er Lompituy 


SALEM, OHIO 
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MOISTIX 


MOISTENER 


Clean « Quick « Easy 


for moistening envelopes, 
stamps, labels 
Available in new decorator colors . 


at your local stationer or office supply dealer 


BERNAY PRODUCTS COMPANY 


412 S. Wells St., Chicago 7, Ill. WAbash 2-2636 


ror More iniormation GCircie INU. Zid 


—rAN [ADDING 


MACHINE 
FOR $1495 


The RELIABLE Addometer 
adds, subtracts, multiplies—does 
BIG work at LOW COST! 


Here’s a bantam-weight, portable adding 
machine that handles figure work as 
speedily and efficiently as many big, ex 
pensive machines. Ideal for business record 
keeping, inv ry work, payroll figuring, 
billing, checking receipts, etc. 
OUTSTANDING ADVANTAGES 

Adds, subtracts, multiplies by direct ac 
Easy, speedy operation; instant 
dial clearance ¢ 8-column capacity; totals 
always visible e Guaranteed satisfaction 
or money back. 


¢ 
tion . 


2 
See your office appliance dealer, 
stationer, or write— 


Reliable Typewriter & Adding Machine Co. 








301 W. Monroe Street © Chicago 6, Illinois 





For More Information Circle No. 189 
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YOU BE THE 
JUDGE! 


get your FREE SAMPLE 
OF THE ORIGINAL 


SCATA-GRIME 


WATERLESS HAND CLEANER 


Give it a trial! See SCATA-GRIME instantly 
remove in less than 30 seconds ail offset 
and printing inks, carbon, grease, glue etc. 
For all-round office and print shop use. 
Leaves hands smooth—no chapping. 


CALL CAnal 6-4111 for all 
MULTILITH & DAVIDSON 
SUPPLIES 


GET YOUR FREE SCATA-GRIME. 
Phone or Write today to: 


SCATA-GRIME 
MFG. CORP. 


MAMARONECK, N. Y. 


For More Information Circle No. 188 





| PAYMASTER 














PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the smployee's 
name, This improves personnel relations, 


Send for Somples and Prices Today 


OUTLOOK: ENVELOPE CO., Est. 1902 


Origineters ef “Ovtieok” Envelopes 
1001 W. Weshingten Bivd Chicege 7, II!!neis 
For More Information Circle No. 187 
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National Conference & Exhibit Calendar 


Midwest Filing Conference, 
Hotel, Chicago, Oct. 5. 


Kdgewater 
Jeach 
National Institute of Governmental Pur 
chasing, Conrad Hilton Hotel, Chicago, 

14-17. 

Office Management Div., American Man 
agement Assn., Astor Hotel, New Yor! 
Oct. 15-17. 

National Business 
York, Oct. 15-19. 

Institute of Management Sciences, St: 
ler Hotel, Los 18-19. 

. Systems & Procedures Assn. of America, 
Bellevue Hotel, Phila his 


Oct 


Show, Col New 


seum, 


Angeles, Oct. 


Stratford 


Society for Advancement of Manage 
ment, Statler Hotel, New York, Oct 


y- V4 


National Business Forms Associates, 
Weste ee Ws: 


28-31 


hester Country Club, Rve., 


Industrial Management Society, Shermar 
Hotel 31-Nov. 2 


, Chicago, = 


Oct. 


Automation Exposition, 
Suilding, New York, Nov. 


International 
Trade Show 
°6-36., 

Eastern Joint Computer Conference, New 
Yorker Hotel, New York, Dee. 10-12. 

National Business Teachers Assn., Palmer 
House, Chicago, Dee. 27-29. 

Western Joint Computer 
Statler Hotel, Los Angeles, 

Office Management Assn. of Chicago, Con 
rid Hilton Hotel, Mareh 11-14. 

National Office Furniture Assn., Jung H: 
tel, New March 28-31. 

U. S. World Trade Fair, Coliseum, New 
York, April 14-17. 

National Office Management Assn., Los 
Angeles, May 13-16. 

American Institute of 
neers, Statler Hotel, 

. 16-18. 

National Office Machine Dealers Assn., 
William Hotel, Pittsburgh, Jun 


23-26. 


Conference, 


Feb. 26-28. 


Orleans, 


Engi 
May 


Industrial 
New York, 


Penn 





and 
paid in U.S. 


Please send me, postpaid, 


Name 


Address 





NOW 


A NEW VOLUME FILE FOR YOUR 


December); two files hold an entire year’s issues. 
reusable and unconditionally guaranteed or your money back. 
1 File (for six months’ issues) $2.50, 2 Files (for a year’s 
issues) $5.00, 3 Files for $7.00, 6 Files for $13.00. 


COPIES OF THE OFFICE 


This new durable and attrac- 
tive file in rich maroon and 
gray with 16-carat gold let- 
tering, looks and feels like 
leather and is washable. No 
irritating wires to handle. 
Any copy may be removed. 
Each file holds one volume 
(six months) of THE 
OFFICE with the volume in- 
dex in the last copy (June 
Files are 
Post- 


files. | enclose Bill Me 


City 
State 
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Acco Products, In 

Acme Visible Records, Inc 

Addo Machine Co 

Aetna Steel Products Corp 

Allen & Co 

Allen Business Machines Inc., R. C 
Alliance Rubber Co 

Allied Litho Supply Co 

Alma Office Machine Corp 
American Automatic Typewriter Co 
American Dictating Machine Co 
American Lithofold Corp 
American Numbering Machine Co 
American Pencil Co 

American Register Co 

American Stencil Mfg. Co 

Ames Supply Co 

Angelica Uniform Co 

Apsco Products, Inc 
Arnot-Jamestown Division 
Associated Industrial Designers 
Atlas Stencil Files Corp 

Ayres Corp. 


Baltimore Business Forms Co 
Bankers Box Co 
Basten, Peter 

Bates Mfg. Co 

Bernay Products Co 
Bircher Co 

Bohn Duplicator Corp 
Bonnar-Vawter, Inc 
Borroughs Mfg. Co 
Browne-Morse Co 
Bruning Co., Charles 
Bud Type Cleaner Co 
Bunn Co., B. H 
Burroughs Corp 


Calculator Equipment Corp 

Can-Pro Corp 

Carteret Printing Co 

Cashere Corp 

Catskill Craftsmen. Inc 

Cel-U-Dex Corp 

Chesley Industries, Inc 

Clar-O-Type Co 

Clary Corp. 

Classic Calculators, Inc 

Codo Mfg. Corp 

Cole Steel Equipment Co 

Collamatic Corp 

Columbia Ribbon & Carbon Mfg. Co 

Commercial Controls Corp 

Consolidated International Equipment & 
Supply Co 3, 103 

Convoy, Inc 

Copease Corp 

Copy-Craft, Inc 

Cormac Industries, Inc 

Cotterman, |. D 

Cramer Posture Chair Co 


Cromwell Printery, Inc 14] 
Cummington Corp 95 
Cummins-Chicago Corp 60 


Currier Mfg. Co 269 


Dankers, J. A. Heinrich 240 
Dashew Business Machines, Inc 219 
Davidson Corp 4| 
DeJur-Amsco Corp 56, 57 
DeLuxe Metal Furniture Co Facing 106, 107 
Denominator Co 44 
Dewberry Engraving Co 151 
Dick Co., A. B 120 
Diehl, GmbH, Rechenmaschinenfabrik 257 
Ditto, Inc Inner Back Cover 
Dixon Crucible Co., Joseph 30 
Duplicate Forms Co 267 
Dupli-Typer Co 178 
Du Prints, Inc 115 


Eastern Corp 112 
Eastman Kodak Co 39 
Elbe File & Binder Co 226 
English Numbering Machines, Ltd 186 
Eraser Co 250 
Esleeck Mfg. Co 18 
Eureka Specialty Printing Co 236 
E-Z Sort Systems, Ltd 248 


Faber-Castell Penci!| Co... A. W 208 
Faber Pencil Co., Eberhard 6 
Facit, Inc _ 7 
Federal Telephone & Radio Co 22 
Ferris Business Equipment 226 
Fisher Research Laboratory, Inc 182 
Force & Co... Wm. A 33 
Force Western, Inc 240 
Fordigraph (Export) Ltd 223 
Frumkin, Michael 222 


Gates Acoustinet Co 152 
Gavrin Press, Inc., Arthur J 213 
General Binding Corp 239 
General Multi Forms Sales Co 238 
General Photo Products Co 259 
Gestetner Duplicator Corp 197 
Gilbert’ Paper Co 195 
Gingher Mfg. Co 224 
Gonco Mfg. Co 233 
Graphic Systems 185 
Groveton Papers Co 99 


Hall-Welter Co 259 
Haloid Co 

Hammermill Paper Co 

Hano Co., Phillip 

Hautau & Otto 

Heat-Timer Corp 

Heyer Corp. 

Hild Floor Machine Co. 

H. J. J. Co 

Hunt Pen Co., C. Howard 

Hush-A-Phone Corp - 256 
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Indiana Cash Drawer Co. 
Industrial Shredder & Cutter Co 
Inserting & Mailing Machine Co 
Inter-Continental Trading Corp. 
International Business Forms, Inc 
International Office Appliances, Inc 


Jardin Associates, Inc 

Jasin Mfg. Co 

Johnston Adding Machine Co 
Jones Box Corp., Jesse 
Judelshon, Inc., Oscar |. 
Justrite Rubber Bands 


Kee Lox Mfg. Co. 


Lagomarsino—FAl 

Lansdale Products Corp. 
Lassco Products, Inc 

Lathem Time Recorder Co 
Lee Products Co. 

LeFebure Corp. 

Letterex Corp. 

Linen Supply Assn. of America 
Litho Engineering & Research 
Lithoplate, Inc, 

Ludwig, Inc., F. G 


M & M Industries 
Management Control Charts Co 
Manpower, Inc 
Marchant Calculators, Inc. 
Maso Stee! Products, Inc, 
Mead Corp. 
McBee Co. 
Melind Co., Louis > 
Mendes Corp., J. Curry 
Metal Products Engineering, Inc 
Metal Specialties, Inc, 
Michael Lith, Inc. 
Milwaukee Metal Furniture Co. 
Mim-E-O Stencil Files Co. 
Minnesota Mining & Mfg. Co. 

24, 25, 91, 126, 127 
Monroe Calculating Machine Co. 
Moore Business Forms, Inc. 
Moore, Inc., P. O. ..... 
Morris Co., Bert M. 


National Blank Book Co. 

National Business Show 

Nationa! Cash Register Co. 
Neenah Paper Co. 

Nettle Mfg. Co. aA ‘ 
Nippo Machine Industry Co., Ltd. 
Norta Distributing Co. 

Nu-Arc Co. 


Office Products, Inc 
Office Publications Co. 
Old Town Corp. 

Olivetti Corp. of America 
Outlook Envelope Co. . 


Ozalid Div., General Aniline & Film Corp. . 


Palson Mfg, Co. 
Parkway Pen Service 
Parsons Paper Co. 
Perfelope Mfg. Co. 
Phillips Process Co. 
Pioneer Toledo Corp. 
Pitney-Bowes, Inc. 
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Plastic Binding Corp 

Plus Computing Machins, Inc 
Plymouth Rubber Co 

Port Huron Sulphite & Paper Co 
Precision Mfg. Co 
Print-O-Matic Co 


Rapid Roller Co 

Recht Co., Inc., William 

Regal Typewriter Co 

Regna Cash Registers, Inc. 

Reliable Typewriter & Adding Machine Co 


Remington Rand Division .. 45, 


Resulta Adding Machine Co 
Rex-Rotary Distributing Corp 
Rite-Line Corp. 

Roberts Rubber Co., Weldon 
Robotyper Corp 

Rol-Dex Division 

Roll-O-Graphic Corp. 

Rose Ribbon & Carbon Mfg. Co 
Roya! Typewriter Co 


Sainberg & Co. 

Saunders Mfg. Co. 
Scata-Grime Mfg. Co 
Schlegel Mfg. Co 
Shaw-Walker Co 
Shredmaster Corp 

Silver Bells Ltd 

Smead Mfg. Co 
Smith-Corona, Inc. 

Smith, Inc., Charles C, 
Southern Folder & Index Co. 
Standard Duplicating Machines Corp 
Staplex Co. 

Stolper Steel Products Corp 

Storms Co., H. M 

Stow & Davis Furniture Co. 

Swift Business Machines Corp. 


Tab Products Co. 

Tauber Plastics, Inc 

Textile Cutting Corp, 
Thomas Collators, Inc 

Tiffany Stand Co, 

Times Facsimile Corp. 
Traveletter Corp. ; 
Typewriter Sundries Co., Ltd. 


Underwood Corp. 
Utility Supply Co 


Varigraph Co. 

Vari-Typer Corp. 
Veeder-Root, Inc. 

Victor Adding Machine Co. 
Visi-Shelf File, Inc, 
Vogel-Peterson Co. 


Wassell Organization 

Watson Mfg. Co. 

Watts Co., Alfred Allen 
Wausau Paper Co. 

Webster Co., F. S. 

Wheelock Signals, Inc. 

Whitin Business Equipment Corp. 
Worden Co. 

Work-Organizer Specialties Co. 


York Safe & Lock 


171 
69 
33 

183 

190 

244 


254 
236 
263 
227 
270 
133 
259 

2I 
264 
142 
237 

62 
147 

58 


, 139 


222 
213 
270 
240 

87 
137 
256 
253 


Inner Front Cover 


263 
265 
31 
225 
194 
7\ 
28 
155 


129 
258 
238 
145 
68 
35 
38 
263 


Outer Back Cover 


202 


230 
203 
198 
221 
199 
210 


, 205 


62 
251 
32 
97 
4 
234 
240 
193 


67 


273 





As We See It... 


So much emphasis has been placed on computers and data 
processing today that the average office manager runs the 
risk of overlooking impressive developments in non-elec- 
tronic office equipment. The trend toward automation must 
be studied and followed, but there are new products, both 
Simple and complex, appearing constantly on the market 
which, while not possessing the glamour of computers, can 
effect significant paperwork and clerical economies, The 
really automatic computers are still confined to giant 
offices, even though smaller models are on the way. 


Some of the noteworthy non-computer developments re- 
cently introduced, or about to be introduced, which should 
interest office managers everywhere include: a direct litho 
machine with only one roller; a new stencil duplicating 
process that uses a creamy, stainless fluid in place of ink; 
a 2=-spool typewriter ribbon that eliminates wrestling with 
the old spool; a gold ink for offset presses; a photocopying 
machine that will produce spirit masters as simply as posi- 
tive copies; a simple single handle for double door storage 
cabinets, eliminating the unwieldy matching up often re- 
quired by separate handles; magnetic and electrically con- 
ductive inks on forms to enable new bookkeeping machines to 
pick up previous balances automatically when new ledger 
cards are inserted and to actuate self-positioning carriages 
on typewriters. 

These are just afew of the non-computer products com- 
ing on to the market. Last year, the U. S. Patent Office re- 
ceived a record 79,000 applications and non-electronic 
office equipment designs were strongly in evidence. Keep 
up-to-date on the progress of the great computers, but be 
alert to the other new contributions to office efficiency. 


You might find it interesting to note a few office 
equipment and supplies statistics testifying to the march 
of paperwork. For example, there will be nearly 11/2 billion 
wood lead pencils sold in the U.S. this year, over 40 million 
fountain pens, and nearly a quarter=-billion ballpoint pens. 
Only a short six or seven years ago, less than 10% of all 
Standard typewriters were electric. Of the almost 700,000 
Standard typewriters which will be sold during 1956, nearly 
one-third, or over 200,000, will be electrics. More than 
10,000 new offset duplicators will very likely come into 
office use before the year is ended. Finally, to erase all 
our mistakes we will use over 2 million pounds of erasers! 
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INTEGRATED 


How can yo t . : : 
Ce eee = -| This free book gives you the answers 


1.D.P.to work? ies ‘ 
PROCESSING 


1 Factual Analysis 


» Py 


ORDER-INVOICE PRODUCTION PURCHASE- PAYROLL 
RECEIVING Construction Engi- 
Military Aircraft neering 


Rubber Goods ! Hardware 
$ 
' DATA INTEGRATED | 


ON SINGLE } | 


_ MASTER ARE NEVER. 
| REWRITTEN | 


For More Information Circle No. 287 





Never ® before such Golden Ease, 
such speed, such print-perfect results! 


Vow, The Golden 
Touch! Suddenly 


gloves” 


{ge of Golden 
as if you'd put 

your hands 
gain new precision with glorious 


on “magic 


typing ease. The new Underwood 
Golden Touch Electric sharpens 
your skill; saves your strength and 
time. And for “Him” — truly print- 
perfect letters, with carbon-after- 
carbon print-perfect, too. 


PS. Call vour I nderwood office today. 
See the Golden Touch Electrics 


in 5 smart new colors. 


he ss 


new...underwood Gokdew=Jouel 


Keyboard Margin-Setting 
ends wasteful hand-travel! 
Multi-Carbon Dial 
... gets you set for up to 20 clear copies 
Electric Ribbon Re-Wind 
.ends messy ribbon-change ! 
Cushioned Power 
... for wonderful new, day-long quiet! 
Automatic Carriage-Return 
ends tiresome carriage-fling! 
Personalized Type Styles 
... for distinguished letters 
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L nderwood an Ondy electric typewriter, with Golden Touch : 





